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ABSi'BACT 

Implementation and expansion of class offerings was 
the primary focus of the second year of a project (in Evansville^ 
Indiana) to determine the feasibility of establishing a center for- 
continuing education for vocational level health occupations workers 
within the department of vocational education of a metropolitan 
school corporation. (The first year activities primarily concerned 
identification of needs^ establishment of tentative administrative 
guidelines^ and initiation of one new program.) Developing program 
curriculum content and activities according to established guidelines 
and criteria for accredited continuing education offerings was also 
emphasized in the second year along with refinement of administrative 
guidelines and improved communications to and from teachers. Programs 
for offering were selected on the basis of need as indicated from a 
survey conducted the first year of the project. Since the second year 
involved implementation^ no research was conductejd. Program 
effectiveness was perceptually evaluated by participants^ 
instructors r and advisory committee members. A total of 201 students 
were enrolled in nine class offerings and community acceptance was 
perceived as favorable. An increasing number of employers paid or at 
least reimbursed partdcipants ' tuition costs. This report includes 
brief statements about conclusions, recommendations, and evaluation 
plans. The appendixes, which cover the majority of the document, 
present course descriptions for the courses offered during the 
project's second year. (SH). 
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ABSTRACT FOR PROJECT NO. 52-75-D 
DEVELOPMENT OF A HEALTH OCCUPATIONS CONTINUING EDUCATION CENTER 



This project was developed under a grant from the Indiana State Board Voca- 
tional Technical Education in cooperation ^vith the Evansville School of Health 
Occupations, Evansville-Vanderburgh School Corporation. 

This report is of activities for the second year of the project to develop 
a continuing education center for vocational level health occupations v^^orkers 
within the department of vocational education of a metropolitan school corpora- 
tion. Primary focus for the year was on implementation and expansion of class 
offerings. 

A total of nine class offerings were presented with an enrollment of 201. 
Course outlines for the nine offerings are included within the report. 

Much reliance was placed on activities of advisory committees* It was 
found that operation of the center was more time consuming than had been antic- 
ipated. Vihen applicable, accreditation or continuing education approval are 
sought for programs offered. Initial steps have been taken to do a .cost analysis 
for each class and for operation of the total center in preparation for the tran- 
sition of the project from a grant fund to a locally supported program. 
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IHF0R*r2i\TI0N SVriET: 



t\. Kind of Prolcct ; (checU one) 

1 Expeririiontal 

2 Developmental 

3 Pilot 



Dcnionstrat ion 
Evaluative 



.) X Exemplnry 



B . PopulatioA 
TYPE 



A Disadvantaged 




A 


B Handicapped 




B 


C Migrant 




C 


D Minority 




D 


E Combination of the 


above 


E 


F Other 






GROUP 






1 Pre-school 




1 


2 Elementary 




2 


3 Junior llij^h S(thool 




3 


4 Middle School 




4 


5 Senior Hi[;h Sithool 






3 Post Secondary 




o 


7 Adult 




7 


S University 




8 


9 Employer 




9 


10 Employee 




10 


11 Citizens 




1 L 


12 Parents 




12 


13 Combination of the 


above 
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LOCALITY (check the one uhich encompossos '^the locality involved) 
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b State 
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d District 

e County 

f Area 

g Coinr.iunity 

h School Corporation 



(LEA) 
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Statement of the problem . This marks the completion of the second year 
of a project to determine the feasibility of establishing a center for continu- 
ing education for vocational level health occupations workers within the de- 
partment of vocational education of a metropolitan school corporation. The 
first year activities primarily concerned identification of needs, establish- 
ment of tentative administrative guidelines, and initiation of one new program. 
Second year activities have been primarily concerned with implementation and 
expansion of program offerings. 

Priority area . Primary emphasis has been given to expanding program 
offerings and to developing program curriculum content and activities accord- 
ing to established guidelines and criteria for accredited continuing education 
offerings. The guidelines have been established by various nursing organi- 
zations and other regulatory bodies for health care facilities. Programs 
developed have been submitted for accreditation or approval in those instances 
in which approval bodies have been established. 

A second area of concern has been refinement of administrative guide- 
lines and improved communications to and from teachers. 

Strategies . Programs initially selected for offering during this 
present year were selected on basi^of need as indicated from questionnaire 
survey conducted during the first year of the study. Additional classes 
and programs were developed in response to requests from community and occu- 
pational groups. Advisory committees were appointed to identify broad areas 
of course content, to assist with instructor recruitments, to give endorse-- 
ment to the sp.ecific curriculum content which was developed by the course 
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ins^.ructor and the project coordinator, and to evaluate the program upon 
its completion. Advisory committee members included representatives from 
the target groups as well as from supervisory and educational groups • All 
program participants were asked to complete program evaluations upon com- 
pletion of the classes. Student evaluations and instructor comments were 
shared with the advisory committees' post-program evaluation sessions. 

Analysis . 'Since this was a year of implementation, no preliminary 
or related research was conducted. Program effectiveness was perceptually 
evaluated by participants, instructors, and advisory committee members. 
Primary focus this year was experimental in nature, i.e., to determine the 
effectiveness of the operation established and the ability of the available 
staff to carry out the activities determined to be a part of the operation. 

Factors considered essential were related to time required for assist- 
ance to teachers, for the preparation of teaching materials and handouts, 
for recruitment activities, and for preparation of accreditation applications. 

Findings. A total of 201 student.5 were enrolled in nine class offer- 
ings. Two of the classes had been offered during the previous year. Five, 
of the offerings were new. Curriculum was developed for the five new offer- 
ings and revised for tho5e offered previously. Two of the classes were 
offered twice. Curriculum was developed for one class which will first be 
offered during the 1976-77 school year. 

Community acceptance has been good- An increasing number of employers 
are paying or at least reimbursing participant's tuition cost. In addition 
to a number o£ informal sessions and phone conversations with advisory persons. 
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fifteen meetings of the various advisory groups were held. Publicity and 
recruitment have been an incidental benefit o£ the extensive advisory group 
activity. There have been more requests for programs than time has permitted 
for development and implementation - 

The Dietetic Assistants* Program has received national accreditation 
from the American Dietetic Association. Five additional class offerings have 
been submitted for approval from the Indiana Statewide Plan for Continuing 
Education in Nursing. The application for approval of the Central Service 
Technician Program is nearing completion. 

Initial steps have been taken to collect data needed to do a cost 
analysis for each class and for the total center. Students were charged 
fifty cents per contact hour of instruction plus list price for required 
texts. No charges were made for handout materials, although for some classes 
this did represent a significant cost. Maximum number of handouts was 
required for the Dietetic Assistants* Program in which each student received 
a two-page program synopsis, a twenty-eight page course outline and a 159 
page student manual- Twenty-four pages of field experience evaluation forms 
as well as unit tests were required for each student. Original copy for all 
student handouts was prepared by the school secretarial staff. Tests and 
several forms were also typed and reproduced by office staff. Because of the 
limited secretarial staff, many of the secretarial activities had to be done 
by the project coordinator. 

All concerned have found the operation of a learning center for continu- 
ing education to be more time consuming than had been anticipated. Teachers 
have been employed who possessed vocational expertise but who possessed little 
if any background in classroom teaching and in the preparation of instructional 
nraterials or in the use of audio-visual equipment. Only one teacher had previous 
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experience teaching with the Evans vi lie- Vanderburgh School Corporation and 
50 there were many small but essential details requiring project leader 
£o 11 ow^ through . UTiile rules of procedure have been established, there are 
still legitimate exceptions. Until these have been reasonably- well iden- 
tified, much time is required for individual consideration of these individ- 
ual situations . 

For some courses, applications for accreditation will have to be sub- 
mitted to more than one organization. IVhile each organization may request 
similar information, e:„rp organization will have its own format and so 
require preparation of additional applications. 

Because of the anticipated increased enrollment and the number of 
students involved, the record keeping system for night classes had to be 
revised so that a student's total record of classes attended would be readily 
available as would a copy of the content for the classes attended. 

The- number of phone calls for program information increased signifi- 
cantly and added to the work load of the secretarial staff who handle most of 
the requests for program information. This added to the work load not only 
because of the time required in responding to each request but because of the 
added interruptions to on-going work load. 

Evaluation . The course offerings have been evaluated by the Contin- 
uing Education Advisory Committee. Committee members generally feel that tae 
Center is serving a vital purpose, that programs selected have been desirable 
and appropriate, and that the project activities definitely should be 
continued. 
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Individual programs have be^H evaluated by advisory committees estab- 
lished for the individual courses ajid by the class participants. ^Vhere 
feasible, changes have been made i^i course structure^ class hours, instruc- 
tors and text materials in respon^^ to participants^ and committee members' 
recommendations , 

A more formal evaluation is planned. Questionnaires will be distrib- 
uted to past participants to dete^ine their perceptions of relationship 
of course content to any changes their work performance. Questionnaires 
will also be distributed to work supervisors and employers to determine their 
perceptions of any observable ch^J^ge in peirforniance which could be related to 
class attendance - 

Conclusions and re commend at j ^pns . A total of nine programs serving 
various occupational groups has b^^n offered this year as planned. Course 
outlines have been written for e^-^h course. A functional system of record 
keeping has beet; employed whereb/ all continuing education records of an 
individual student are readily ic^c^ted and course content verified. Much 
use has been made of advisory cornJnittees composed of program participants 
as well as appropriate resourse p^t-sonnel. Informal program evaluation has 
been supportive. 

Conduct of a center for con'^inuing education has proven more time 
consuming than had been anticipated. In m^ny instances deadlines were not 
met or if met, were done so only ^Xth great difficulty. 

Response in terms of enrolli^^ent and in terms of requests for programs 
has been good. Requests for pro^^ams have exceeded ability to prepare and 
offer programs. 
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Recommendations axe as follows: 

1. Make provision for additional secretarial assistance in the 
coming year. 

2. Reassess schedule of activities and mode of operation of 
center. 

3. Provide group orientation sessions for new teachers when 
possible . 

4. Make provision for continuation of center activities. 
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SYNOPSIS OF COURSE 



^DVANCED PHARMACOLOGY 
PURPOSE: 



OBJECTIVES 



CONTENT: 



TEXT: 



To assist licensed practical nurses to increase their knowledge 
Ind sknis in the administ.aaon of medications to reach P^^ff'^-"^^^ 
standards i this function : i health care institutions. This course 
also serves as a refresher course for registered nurses. 



To enable the student 
computations in dru'' 
cary systems; (2) 3 
in administering d 
^asic understanding oi 



■ 1 - 



op competence in the typical 
.11 using both metric and apothe- 
■os and know the safeguards ro , Ired 
p,''^ -nLs.; (3) strengthen knowledge U 
.,buiaial pharmacology information; (h, aow 



"lasic unacrstanajnig ui ^^-^ i-.^ - - 

bhsic drug groups, their expected actions, ond possible side effects, 
C5) delate the role of drug therapy to specific disease conditions, 
f6) apply nursing knowledge and skill in observing and reporting . 
the success of, or unfavorable reactions to. drug therapy in 
selected health problems; (7) comprehend the full range of responsi- 
bilities in administering medications and correlate various nursing 
actions with the drug therapy. 

•Quick review of math and injection techniques; drug computation, 
classification and idiosyncrasies; drug administration, using safety 
precautions and identifying nurse's legal responsibilities; drug 
therapy and administration in relation to the body, ^>'^;^^™^;^^^"S 
therapy and administration in relation to cancer; and miscellaneous 
categories relating to pharmacology such as intervenous therapy, 
administration of antibiotics, and use of disinfectants. 

Garb. Crim and Thomas, Pharmacolog y andJP^ticnt^arc , 3rd. ed.. 
Springer Publishing Company, Inc.; 1970. (4th cd. will be used if 
available) 



INSTRUCTOR: Carol Haller, R.N. , B.S.N. 

DATES: September 16, 1976 - January 27, 1977 

CLASS SESSIONS: 9:00 - 11:40 A.M. on Thursday mornings for 15 weeks 
TOTAL HOURS: 40 (submitted to ISPCEN for CRU's) 

North Annex Building. Room 206 
$29.00 (includes textbook-$9 . 00) 



PLACE 
FEES: 



ENROLLMENT: 

ADMISSION 
REQUIREMENTS 

CRITERIA FOR 
COMPLETION: 



25 maximum 

I P N or R N Graduate practical nurses awaiting state board exam- 
ination may enroll upon the discretion of the coordinator. 

Passing grade of "C" (80-87) or better. Regular attendance with, 
no more than two absences. 
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Evansvillc School of Health Occupations Learning Center 
FORflAT FOU COURSE OF PROGRAM CUTLIf!C 



Title ADVANCED PHM\COL0GY 



Dates offered 



Principal instructor^ 



Total hours of instruction^. 



. Date 
and 
hours 

UNIT I 



llajor Goals 
To assist the student to:) 



. Become failiiar with the 
course expectations. 

2. Analyze \m basic under- 
standing of pharmacology and 
Mth computation. 

3. Review basic math and the 
formula for divided dosage 
problems. 

4. Develop competence in typ- 
ical drug computations using 
both metric and apothecary 
systems. 



Behavioral Objectives 
(The student will be able toO 



1. Write iiiJivif' 
objectives. 



amine 



Learning Experiences 



2. Determine weaknesses and 
strengths in basic pharsacolcgy. 



3. Figure dosage problems accur- 
ately. 



4. Compute dosage problems using 
metric or apothecary equivalents 



Evaluation Techniques 



1. Review Course Out- 
line. 

2. Review- Pre-test 
Exam.. 



3. Complete Hath Ml 
sheets I and II. 

Review worksheets 

4. View filmstrips, 
The lletric Systeni (M-l 
and Apothecary Meas- 
urements (M-2) 



Interview sheet 
Pre-test Exam 

Turn in worksheets . 



Complete and review 
Math worksheets III 
and IV, 

Handout-Medifact 
Booklet. 



Turn in worksheets. 



\ 



LC-9 
6/7S 



Date 
and 

hours 



(To assict tie student to:) 



5. Strengthen basic under- 
standing of essential pharma- 
cology intation. • 



^TSTioral. Objectives 
(The student will bo able to:) 



Learning Experiences 



5. List essential drug classifi- 
cations and abbreviations. 



5. Reading assignir.ent: 
Text: Phaxmacology of 
Patient Care, p. 5-31; 



13M40. 



List factors modifyin;; drug actio; 



6. Iniprov' 
ploy safe, 
ministration. 



1 era- 
ad- 



Identify coMn adverse drug intei 
actions and toxic effects. 

6, Prepare and a uiister ir.edi- 
cations safely. 



Evaluation Techniques 



Demonstrate injection 
proficiency. 



Explain procedure for completing 
Incident Report. 



Lecture 

- Handout; Adverse 
Interaction of Drugs. 

6. Read :e:(t: p. 44-53; 
126-153. ViewFil:.- 
strips, Subcutaneous 
ar.d Injcctions_ , 

List 5 R's of prevent- 
ing medication errors. 

Practice preparing and 
giving injections if 
needed. 



Fill our Incident Re- 
port. 



Instructor observation 



Turr in Incident Report. 



t 



Date 
and 


[To assist U student to;) 


Behavioral, Cbjcctivcs 
(The student will be able to:) 


Learning Experiences 


Cv'iln'it'inn TcchriQUeS 
CVdludtiuil lwtiu»i*^ui<.^ 


hours 


J. Assess the full range of 
responsibilities in adminis- 
tering medication. 

• 


7. Interpret the legal responsi- 
bility and other roles of^the 
nurse in drug administration 


1. Read text: p 32-43; 
117-123. . 

List the procedure to 
follow in giving a PRN] 
painiTiedication. 

Lecture 

Review and discussion 
of Unit I, Exams take? 
incident report a?.d 
w.' no-iri ppfii cation 

procedure. 


Turn in procedure list. 

feth Exain-Written Exam 
Unit I 


IIT II 
hrs. 


1. Compreliend basic actions 
and possible adverse effects 
of drugs related to the 
nen'ous system. 


1. Recognize names, average dose, 
action and side effects of drugs 
related to the system. 

Identify both generic and brand 
nair.es for the coraonly used drugs 


1. Read text: p. 90-111 
143-278. ■ 

Handout; Osco Health 
, Directory. 

Complete matching quiz 


to instructor. 




2. To correlate various nurs 
ing actions with drug therap 
related to the nervous sys- 
tem. 

^ 


. .2. Apply nursing knowledge and 
) skill in observing and reporting 
the success of, or unfavorable 
reaction to, drugs related to the 
system. 


2. Lectures 

: ; I 


l\'ritten Exam-'Unit 11 

1 
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Date 

and 

hours 



[IT III 
hrs. 



Ujo; Goals 
(To ZihWi !;.ic student to:) 



JIT IV 
hrs. 



Mavioral, Objectives 
(The student will be :ible to:) 



1. Coniprehend basic actions 
and possible adverse effects 
of drugs related to the 
circulatory system. 

2. To correlate various mirs 
ing actions with drug therapy 
related to the circulatory 
system. 

3. ,.iacrsts;ii: basic actions 
and possible adverse effects 
of drugs related tc the endO' 
crine system.- 

4. To correlate various nurs 
ing actions with drug therapy 
related to the endocrine 
system. 

1, Comprehend basic actions 
f.nd possible adverse effects 
of drugs related to the 
respiratory system. 

2. To correlate various mirs 
ing actions with drug therapy 
related to the respiratory 
system. 



1. Same as Unit II. 



2, Same as '2, Unit II. 



3. Same as H, Unit II. 



4. Same as 12, Unit II. 



1. Same as n, Unit 11. 



2. Same as #2, Unit II. 



Learning Experiences 



1. Read text: p. 280- 
338; 407-418; 519-530, 

Examine heart model 

2. Review Heparin in- 
jection technique. 



Evaluation Techniques 



Grou^ discussion. 



3. Read text: p.346- 
385; 557-559; 57.S-5S0. 

Handout:' A Guide for 
the Diabetic . 

4. Newsletter Bulletin 
Vol. 8 No. 1 



1. Read text: p.30S- 
311; 388-393; 495-497; 
537-5^1; 575-577. ■ 



2. 'Lecture 



Group discussion. 
Written exam, Unit III. 
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3. Understand bas:v 

and possible adverse cii.a. 
of dru?s related to the 
aisculo-skelotal and G.I. 
systems. 

4. Correlate varior.s nursing 
actions with drug 'cherapv 
related to the msculo- 
skcletal and G.I. systems. 

5. Comprehend basic actions 
and possible adverse effects 
of vaccines, skin, and eye 
drugs. 

6. Correlate various nursing 
actions with drug therapy 
related to vaccines, skin 
and eyes. 



'neSioral.0b1ectj"?s 
(The student wi oo able to:) 

' Same as 



Learning Experiences 



4. Same as Unit 11. 



.;. Read text: p.394- 
403; 503-SlO; 543-546; 
560-562; 567-570. 



4. Lecture 



Evaluation Techniques 



5. Identify names, average dose, 
actions and side effects of 
related drugs. 

6. .Ipply i^ursing knowledge and 
ill in observing and reporting 
the success of, or unfavorable 
reaction to, related drugs. 



7. Becoir.e faniliar with the 
objectives of intravenous 
therapy, assist with Us ad- 
ministration and monitor 
possible adverse reactions. 



7. Recognize physical conditions 
where I.V. therapy may be 
iudicated. 

Set up and prepare solutions for 
I.V. administration. 

Assess and report local and sys- 
tenic complications associated 
with I.V. therapy. 



5. Read text: p. 421 
450; 499-502; 511-516. 



6. Lecture. 

Plmrmacy News 
Qui 2 on Vaccines. 

Discuss drugs used for 
cataract surgery. 

7. Lecture. 

Demonstration of I.V. 
set-up. 



Return demonstration. 
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Date 
and 




8 



cog 




(To asii'"^'^ 



If togs usea 




Unit 



as 



Ur.it 1^'' 



, virions wKif'S 



^1. Same 



Unit 



Group discussx^^- 



563-S65; 
11. Lecture 

Drug cards on 
and NeT^cin- 



Group discussion 



\\iritten 



Unit IV- 
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SYNOPSIS OF couiisn 



SIGN LANGUAGH COURSliS 



Developed through the nssistance of the Fvansvillc Council of the Deaf and Hard of 
Hearing, Inc. and Vocational Rcliahi 1 i tat i on Division of Indiana Rehabilitative Services. 

BliGINNTNG Slf.N lANGUACf: 



PURPOSF. 



OBJFCTIVnS: 



CONTHNT 



To enable students to acquire a hasic understanding of the language 
of the doaf and encouray,e an awnreness and "interest in the deaf 
cominuni ty . 

To assist students to: (1) become aware of the languar[e, social and 
vocational pi^oblems of the deaf; (2) learn fingerspelling , signing 
and non-verbal coniniKnication with a vocabulary of approximately 
300 signs; C3) develop reception of f ingcrspelling and signing. 

History and background of the manual alphabet and sign language, 
instruction and prncticc in f ingorspell ing, signi^ig, and non-verbal 
communication. 



T1:XT: 

INSTRUCTOR: 
PATHS : 



Lawrence, Si gn Languag e- Made Simple, Gospel Publishing House, 1975. 

Susan Lei])undguth , B.A. in Psychology 
September 21 - December 7, 1976 
CLASS SKSSXONS: 6:00 - 9:0i) P.M. on Tuesdays for 12 weeks 
TOTAL HOURS: 36 (submitted to ISPCF.N for CFU'sl 
PLACF.: North Annex Building, Room 308 

FEHS: $27.95 fincliides textbook- -$8 . 95 and handouts) 

LNROLLMFNT: 15 maximum 



ADMISSION 
RI-QUIRI-MFNTS: 



CRITFRIA FOR 
r.OMPLF;TION: 



Post high school and/or minimum age of 17. If uncertain of eligi- 
l)jlity for beginning or intermediate class, contact instructors: 
Susan Leibundguth, 477-0855 or Lai'ry Brice, 425-1567. 

1. IncLi cation of exjiressive mastery of manual communication with a 
vocabulary of a]')]iJ'oxi mately signs. 

2. Familiarity wi tli the concojUs and irrminology of the doaf world. 

3. Part ici ]>a tion and completion of required activiti.es. 
A. Ivcgular attendance with no more tlian tv;o absences. 

5. Passing gi'ade of *'sati sf actory'* if requirements are met. 
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Evansville School of Health Occupations Lsaming Center 
POroiAT FOR COURSE OF PRCGIWiM OUTLIHH 



Title BEGTIING SIGN LANGUAGE 



. Dates offered 



Principal instructor 



Total hours of instruction 3^ 



Date 
and 

hours 



llajor Goals 
(To assist the student to:) 



Behavioral Objectives 
(The student will be able to:) 



Learning Experiences 



Evaluation Techniques 



BecoHie aqualnted with 
classmates. 

Know goals, objective Si ex- 
pectations, requirements, 
and activities of class. 



Know who is familiar with deaf- 
ness c 

Understand what Is expected for 
successful completion of course, 



"Get to know you" 
game, 

Discussion. ' 



For entire course « 
Completion of assignments 
Attendance 
Tests 
FieldTrlp 

Reading, In This Sif^n , , ■ 
by J, Greenberg 
Conversation with deaf 
person 



Learn manual alphabet, 



Becone acquainted with text- 
book Instructions and his- 
tory of manual alphabet. 



Reproduce proper hand config- 
urations. 

Progress through the textbook 
in future lessons, / 



Learn basic signs, 



Learn numbers l-5i 



Know signs for I, me, mine, you, 
your, is, are, am, be, 

Count from l-5i . 



Drill, 
Exercise, 

Introduce use of 
textbook, Sign Lang * 
uage Hade Simple , by 
Edgar D, Lawrence. 
Read introductory 
material in texti 
pp, 5-24. 

Textbook I chpt. 1, 
pp. 25-2?. 

Drill. . 



2erjc 



lC-9 
6/75 



2, 



tlajor Goals 
(To assist the student to:) 



Achieve flngerspelling 
DBstery and understanding, 
emphasizing the need to 
Hatch for flngerspelling 
word groups rather than in- 
dividual lettersi 

Review previously learned 
signs and learn new signsi 

Review numbers 1-5. 
Learn numhers 6-10, 

Review flngerspelling skills 
both expressive and recep-^ 
tive, 

Practice non-verbal comun- 
ication, 

Review signs from chapter 1 , 
Learn signs from chapter 2, 

Record progress in signing 
and flngerspelling ability. 



Behavioral; Objectives 
(The student will be able to:) 



Fingerspell expressively, under- 
stand another's flngerspelling 
and mouth short words. 



Build vocabulary to 15 signs. 



Count from 1-10, 



Fingerspell with fluency; em- 
phasizing rhythm, not speed and 
rjouthing words, not letters. 

I^tomime some actions where 
signs are not necessary, 

Increase vocabulary to 40 signs, 



Note improvement in signing 
ability at end of 12 weeks, 



Learning Experiences 



Drill. 
Exercises. 



Textbook I chpt. 2, 
pp. 25-2?. 

Drill. 



Review, 



Review numbers 1-10, 
.Learn numbers 11-15.. 

Review and drill flnger- 
spelling skills. 



Count from 1-15. 



Fingerspell and read flngerspell- 
ing with more ease and greater 
comprehension. 



Exercise, 



Textbook! chpt. 2, 
pp, 28-31 

Videotape each student 
for pre-evaluation of 
flngerspelling and 
signing ability, 

Drill. 



Drill. 



Evaluation Techniques 



Show videotape at end of 
12 weeks, 



Flngerspelling evaluatlot 



30 



3. 



Date 

and 

hours 


(To assist tae smsst to;] 


Behavioral. Objectives 
(The student will'bc able to:) 


Learning Experiences 


Evaluation Techniques 




Becoie more familiar with ■ 
deafness. 

Practice non-verlal e3q)res- 
sion, 


Better understand the deaf 
world, 


Filmi Silent World, 
Muffled World, 




• 


Develop self-expression, 


Exercises. 






Review chapter 2 signs, 
Learn chapter 3 signs, 


Increase vocabulary to 60 signs. 


Textbook 1 chpt, 3, 
pp. 32-35. 






Review numbers 1-15, ■ 
Learn numbers i6-20. 


Count from 1-20. 


Drill. 




son 5 


Increase familiarity with 
deafness. 


Understand concepts related to 
deafness. 


Discussion.- 






ncViCH J.iIlgCii3^CiJ.J.Il5 cuw 

signs from chapter 3» 
Learn chapter 4 signs. 


Tnf>rpa<!P unraViiilarv to 110 <?i2ns. 


Textbook I chjjt. k. 
pp. JM, 

V 


SiKnIns! evaluation! 




Develop non-verbal self ex- 
pression of emotion. 


Communicate emotion without 
voice or sign, 


Exercises, 






Review numbers 1-20, 
Learn numbers 21-25, 


Count from 1-25, 


Drill. 




son 6 


Assess fingerspelling 

SKIUS, 


Watch for clarity and 'rhythm in 
iingerspcJLiiiigi ucing uuciiu 
to mouth whole words rather 
than letters, 


Drill, 
Exercise Si 






Review numbers 1-25, 


Count from 1-30, 


Drill, 






Gain knowledge of deafness. 


Identify' concepts of deafness. 


Film; I Hear Your 





Date 

and 

hours 


flajor Goals 
(To assist the student to:) 


Behavioral: Objectives 
(The student will bo able to:) 


learning Experiences 


Evaluation Techniques 




Review chapter h slgnsi. 
Learn chapter 5 signs, 




Textbook I chnt» '5i 
.pp. 42-46. 


Evaluation of finger- 
spelling, signing, .and 
numbers. 


Lesson ? 


Gain new insignts Into deaf- 
ness. 


Relate to the deaf person. 


Discussion,' 






Heview numbers 1-30 • 
Learn numbers 'jl-^^i* 


Count from 1-40, 


Drill. 






Review chapter 5 signs, 
Learn chapter 6 signs. 


Increase vocabulary to 190 signs, 


Textbook 1 chpt. 6, 
pp. 4?-52. 


■ 




Learn signs related to nui- 
bers, 


Add number terras, "nany", "how 
many", and "more" to vocabulary. 


Drill. 




Lesson 8 


Review numbers 1-40, 
Learn numbers ^1-100, 


Count from 1-100, 


Drill. 






Review number signs, days 

OX Wcc^p cuiu icai.li 

time signs. 


Sign days of the week, year, 

afternoon! and past, present, 
and future, 


Drill. 


1 

• 




Learn basic nrincinles of 
American Sign Language 
(ASL or Ameslan), 


Understand time indicators in 
ASL, 


Discussion, 
Exercise, 






Review chaster 6 signs, 
Learn chapter ? si^s, 


Increase vocabulary to 140 signs 


Textbook 1 chpt, ?, 
pp. 53-59. 


> 


Lesson 9 


Review numaers I-IOO. 
leam numters 100-1,000- 
1,000,000, 


Gountall numbers. 


Drm, 


Fingeispelllng-anft 

(J £ V 

numbers evaluaiio&. 



Date 

and 

hours 


liajor Goals 
(To assist the student to:) 


Behavioral. Objectives 
(The student will be able to:) 


Learning Experiences 


Evaluation Techniques 




Increase understanding of 
deafness* 


Identify ideas related to deaf* 
ness. 


Discussion, 

Flliij Give He A Slfin. 






Learn ASL principles and 
idloiEtic signsi 


Use the sign for finish , have 
to", "not yet", and "question 
Mrk", 


Oei!ionstratlon» 


• 




Bevlflw signs from chapter 7» 
Leam chapter 8 signs. 


Increase vocabulary to 275 signs. 


Textbook: chpt, 8, 
pp, 60-65. 


Signing evaluation, 


L8sson lU 


Impiove expressive and re- 
ceptive fingerspelllng and 
sigMng ability, 


increase reading aDUity oi 
fingerspelllng and signs, 


uriii. 

Use videotape. 






Practice non-verbal coMun- 
ication. 


Communicate without use of 
signs, 


Pantomiae situational 
settings. 


1 




Learn signs related to tiie 
and numbers, 


Sign dates, years, addresses, 
and phone numbers, 


Demonstration. 
Drill. 






Recognize difficulties ex- 
perienced by the deaf. 


Communicate with understanding, 


Pdeffi! You Have to 
Be Deaf to Understand, 






Review chapter 8 sips. 
Learn chapte:- 9 sigis. 


Increase vocabulary to 315 signs. 


Textbook: chpt, 9, 
pp. 66-71, 




lesson 11 


Improffi total coirjinmisation 
skills of reading sign lang- 
uage and siiultaneous com- 
municatiDn, 


Sign and fingerspeH Hlthie- 
ceptive and expressii^e abHlty. 


Exercises, 

Revi«, 

Eajrcse: songs, 
VSiisiape post-pro- 
gffls of each student" 
signing and, f Inger- 
spfil'tng ability, 
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6. 



Date 

and 

hours 



Lesson 12 



Hajor Goals 
(To assist tho student to:) 



Beview chapter 9 signs and 
have general review of 
signs learned to present 
datei 

Evaluate individual finger- 
spelling and signing skills. 



Behavioral, Objectives 
(The student will be able to;] 



Increase vocabulary to 3^0 signsi 



Note improvemfint and deteriilne 
what level student has reached, 
Student should be prepared to 
enter an intermediate sign class 
with a vocabulary of approxi- 
mately 350 signs, 



Learning Experiences 



Textbook I chapters 
1-9, pp. 25-71. 



Discussion, 
Suinmtion of learning 
over past 12 weeks, 

View pre-evaluatlon 
and post-evaluation 
of videotapes, 



Evaluation Techniques 



Flngerspelling and sign- 
ing evaluation, 



Submit reaction paper 
on J.Greenberg's, Jn This 
Sign. 

Field Trip, 



I 
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CEN'iRAL snuvici: 

PURPOSn: 
0B.I1-:CTIVHS: 



CO\Tl:NT: 



TF.XT: 



IN'STRUCTOR: 
DATES: 

CLASS Sr:SSIONS: 
TOT A I- HOURS: 

PLACE: 
FEES: 

ENROLLMENT: 

ADMISSION 
REQUIRHMENTS: 



TI-CIINTCIAN TRAINING PROCRAM 

To train iruli viJuals to become more efficient, skilled and knowledgable 
in the area of central scryLcc. 

To assist .students to: (\) understand the principles and demonstrate 
the procedures of preparation, st or il i r.at ion , inspection and distri- 
bution of materials and equipment- needed for direct patient care in 
hos])itals; f2] fmiction as leaders in the central service department, 
assisting in training of now aides and auxiUiary personnel. 

Includes Bonoral terminology associated with central service, inter- 
departmental and intra-departniental communication; introduction to 

microbiolop.y; introduction to anatomy and physiology; demonstration 

of methods of "manufacturing sterile items" by cleaning, packaging, 
sterilizing and storage of equipment; handling and operation of 
equipment; and discussion of safety standards and precautions. 

Upon completion of tlie course, the student is awai'ded a certificate 
of achievement; if he so desires he may take the registry examination 
provided by tl\e International Association of Hospital Central 
Service Management (lAIICSM) and upon jiassage of tlie exam may become 
registered and append the title Registered Central Service Tech- 
nician (RCST) to his n.nrae. He is also eligible for affiliate 
momljcrship in the lAUCSM. 

lAUCSM, The Coiit_rjil Service Technician , 1st. cd., Clissold Books, 
Inc. , 1969. 

Jorow, The Central Servi ce Techn ician a_t_lVork, Springer Publishing 
Company, 1975. 

Reference books as designated by tlic instructor. 
Evalyn Moors, R.N. 

September 28, 1976 - May TO, 1977. 

6:30 - 9:00 P.M. on Tuesdays for 30 weeks. 

75 classroom hours, minimum of 30 hours of supervised clinical 
practice in student's employing institution. 

North Annex lUjilding, Rooms .303 and 304 

$53.50 (includes textbooks and ]iandouts--$15 .00) 

25 maximum 

Current employment in a hospital central service department. Min- 
imum age of 17. Letters of ixcommendation needed from the Adminis- 
trative Man.ager of Central Sei^vicc and the Supervisor of Central Service 



cTfnmrA fdr~ 

COMPLETION: 

o 

ERIC 



T™nemoFstTrrt 

2. Grade of "satisfactory'* on all ciasswork. 

3. Grade of "satisfactory" on all clinical practice. 

4. Regular attendance at class with no more than three absences, 
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DATE Central Service Technician 



HVANSVILLH SCHOOL OF IIBM.Tl! OCCUPATIONS LI:M!NlNi 

COURSE OUTLINE ' ' ■ ^"^^l 

Begins Sepjenibei 28, 1976-Enils May 10, 19I7J 
Class every Tuesday except Dec, 21 5 28/715'; 
DATES OFI'HRED and March 2^ 31.1^ 



Dates 
Hours 



Session *1 

Introduction 

to 

Course 
Medical 
Terminology 
2'2 liours 
Worth Annex 
Rooms 
;303 - 304 



■Session 12 
Introduction 
to Coniiiiuni- 
cations 
% hours 
■North Annex 
■Rooms 
■303 - 304 

j ERJC 



Major Goals 
(Assist the student to) 



Use textbooks and reference ma- 
terial to complete course sat- 
isfactorily. 

Us^. list of medical terminology 
to understand topic to be 
discussed. 



Behavioral Objectives 
(The stude^it will be able to] 



Use and apply medical teriiiin-' 
ology and abbreviations in the 
Centra] Service Department. 



Know requirements of course: 

References 
Class Hours 
Total liours 

Criteria of completion 



Learning Experience 



Marie Jorow, Central Service Tech- 



Hval. Tech. 



Pronounce, spell, and define 
terminology and abbreviations 



il;ivc a better understanding of 
functions of hospital, the 
staff, and departments. 
To become f anil liar with staff 
organizational charts in Centra 
Service Department, 
Better understand rules and re- 
gulations fo central service 
departments as related to hos- 
pital functions, 



Explain hospital cnvironraciit 
Comunicate in hospital* 
Identify various classifi- 
cation of employment and re- 
lated duties in Central Ser- 
vice. Meet dress code, keep 
record of hours on duty, and 
follow time schedule. Comply 
with department policies. 
Complete duties as assigned. 



ni cian at Wor_k , Springer Publishing 
Co., N.Y. 

Arbrook Inc.. Pro£Mod Instruc- 
tion in Asepsi s , Arlington Texas. 
Phyllis Christe'nscn and Phyllis 
Smith, The Central Service Tech- 
nician. 

I.A.ll.C.S.M., Chicago, 111. Dr. 
Jolin Perkins, Pnnciji^ 
of Sterlization in He alth Sciences . 
Charles C. Thomas, Springfield, 111 
2nd edition. Betty Bergersen and 
Andres Goth, taiiacolog]Ji^^^^^ 
ing. C.V. Mosby Co., St. Loais, 
M07 

Handout list of medical terminology 
and abbreviations associated with 
hospital and Central Service de- 
partment - Know by third class. 
Film "Hospital Story", 



Lecture. 

Transparencies of hospital organi- 
zational cliarts. 

Job discriptions, ' Central Service 
organizational charts, tentative 
time sheets and assignment sheets 
or metliods of assignment. 
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jssion J 

itroductioii 
3 Anatomy and 
lysiolouy 
3uro Muscular 
blctal 

k lioiii''; 

t. Mary's 

ospital 
eetiiiii 



sssioii U 

iiat. aiul Phy. 
ont'd 

esplratory 
[id Digestive 
('Stems 

■2 hours 

t. Mary's 
ospital 



Have n better unJer- 
standiii[! of the Ncuro- 
Muscular-Skelety' 
Systems and tlie 
teriiiiiiology as related 
to the Central Service 
ciiiployeo. 

HolW faiiiijiar with 
body iiiecliaiiics, cqiiip- 
iiiciit, tractions, and 
liaiida!!ini;. 



(iaiii a basic knowledge 
of the respiratory 
system and the equip 
ment and supplies 
used as related to 
central service. 



Know supplies available in 
Central Service. 



Practice good body mechanics, 
posture, and lifting. Apply 
bandages, tractions, and 
arms lings. 



Refer to textbook for 
anatomical charts. 



Know anatomical charts. 
Know how to handle, sterilize, 
and inventory supplies in 
hospital. 



Lecture. 

Slides of types of tractions, 
Display and demonstration of 
tractions. Student participa- 
tion in applying tractions, aCc 
bandages, and slings.. 



Test over Sessions 1 fi Z 



Lecture. 

Display of equipment, Student to 
handle equipment for respiratory 
and digestive systems: 

IPPB equipment 

Tracheostomy tubes 

Suction Machine; 

(Goinco, Cmerson Oral] 
Technique tor suctioning. 

Reading References for 

respiratory system; 
Respiratory Intensive Care 
Nursing , Sharon Spaeth Buslmel] 
R.iJ., First lidition-Copyright 
1973, Little, Brown f, Co,, 
Publishers. 

Introduction to Inhalation 
Therapy, Staton Relinkofi" M.D. 
First Edition-Copyright 1973, 
Little, Brown f, Co., Publishers 
, ''rinciples and Practice of In- 
halation Therapy, Jimmy Albert 
Young and Dean Crocker, M.D., 
CM., Copyright 1970-Reprinted 
1971, Year Book Medical Pub- 
lishers, Inc. 



Test over Session 3 
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illoiirs 



Session M 

■ 

|at. And 
|y. cont'd 

Respiratory 
and Digest ivi 
jSystciiis 

Mary's 
Hospital 



'Session "5 

Anatomy and 
|hy. cont'd 

llrinary and 
lirculatory 
^Systems 

hours 

^NoTtli Annex 

Rooms 
303 - 304 



Acquire a basic knowledge of 
the digestive system, and 
the equipment and supplies 
used as related to central 
service. 



Know anatomical charts. 
Know how to handle, sterilize 
and inventory supplies in 
hospitals. 



Res piratory Technoloiiy: A Pro- 
cedure Manual- Doris 'llunsinger 



Gain a basic understanding 
of the urinary system and the 
assoicated equipment and 
supplies used as related to 
central service. 



Karl J. Llnsnerski, Jerome J. 
Maurizi, Mary L. Pliillips. 
Copyright 1973- Reston Publish 
ing Company, Inc. 

Know anatomy f, physiology 
covered by the 6th session 



Gain a basic understanding 
of the circulatory system 
and the associated equip- 
ment and supplies used as 
related to central service. 



Pronounce, spell and name the 
orcans of the urinary system. 

Name types of supplies and 
irrigation solutions avail- 
able: 

Cll. cart supplies 
Renal dialysis supplies and 
trays 

Pyelograms, cystograiiis 
Catheters 
Toomey syringes 
Glycine-Normal Saline 
Solutions. 

Identify heart, arteries, . 
and veins on anatomical 
chart. Recognize and discuss 
fluid therapy supplies and 
code blue box or carts as 
supplied by different hospi- 
tal central service depart- 
ments, 



Lecture. 

Display 5 discussion of 
supplies from hospitals. 



Lecture. 

Hand out equivalents on I.V. 
chart. 

Display of I.V. solutions 
and tubings from hospitals. 



Test over Session 4 
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5;-|l0llI-S 

Session l'6 
■Introduction 

Microbiology 
2h liours 
North Annex 



(iain a b;isic uiKlurstanding 
of microbiology by study of 
bacteria, methods of control; 
and the effect of infections 
in liospitals. 



:■■ Session H 
ilntrodiictioTi 

|t0 ■ ; 

I^Transmissiois 
^'^of Iktcria 



liours 



Nortli Annex 
Rooms 
303- 30-1 



Session '18 
Introduction 
to Asepsis 
^Di liours 
■North AnnL'.\ 
llooiiis 

.303 -30'l ■ 

I' ^ 

&ERIC 



Cm a basic itiideronding of 
routes and modes of "trans - 
iiii5si.on of bacteria; 

Rule of Central Se:\'ice 
personnel' 

Surveillance progra. 
Control of traffic in 
central service department. 



Acquire a basic understanding 
of asepsis: 

Surgical technique 

Techniques for cleaning. 

Housekeeping in central 

service department, 



Classify bacteria. 
Explain methods of control. 
Explain means of destruc-' 
tion. 



Exercise better personil 
Iiygieiie. ilandlo supjilies 
more competently for own 
safety. 

Decontaminate, clean, and 
prepare supplies to be 
dispensed. 

Demonstrate gown and giove 
technique, 

Demonstrate hand washing 
technique. 



Describe fundamentals of 
cleaning, methods of clean- 
ing, cleanliness of staff, 
and cleaning agents. 



Lecture, 

Slides of bacteria. 

Use microscope to identify 

bacteria. 



Test over Session SI 



DeinoiBtration and return demon- 
stration of gowning, gloving, 
and iLind washing. 



Lecture. 

Display of cleaning agents. 
Films: Medical Asepsis and 
Isolation Technique . 



I: Hours 



^Session if 9 
introduction 
p Chemistry 

hours 
|orth Annex 
^Rooms 
i'303-304 



Gain a hasic understanding 
of cheiiiistrv as related to 
•centra! service. 



fijssion 310 
Introduction 
feo Materials 
jManageiiiont 



I'i hours 

|caconess 
llospital 



Gain insight into control 
of supplies in hospitals 
through Materials Mananciiient. 



Session Hi 
llntroduction 



Acquire a basic imderstanding 
of sterilization principles 



to Principles as related to the central 



M Sterili- 
;2ation 

hours 
|orth Annex 
iooiiis 

mm 



•ess ion H2 
■rinciples o 
^terili ration 
|nt'd. Use 
I Biological 
Sdicators^ 



service dopartiiieiit. 



Classify chemical agents. 
Oistinguisli hetween anti- 
septic, disinfection, ste- 
rilitant,. and sanitizing 
agents.. 



Discribe this concept as 
related to nursing and 
management: 

Purchasing 
Receiving 
Staring 
Distribution 



List and define methods of 

sterilisation: 
Anprolen? 

Plash 
Gas 

Pasteuriiiatic 
Steam 



|d.:Mecliani' 
'•ERICS- 



Coiiiprehead the use of biologi' 
cal indicators and mechanical 
monitoring- 
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Use biological indicators. 

Keep records. Checl{ auto* 

clave clocks. 

Check autoclave loads for 

sterility. 



lecture. 



Check Pll of solutions. 



Test over Session 
(), 7, -and 8 



Lecture. 

Tour of Deaconess Hospital fa- 
cilities to show flow of sup- 
plies to other departments. 
Demonstrate computor method of 
obtaining charges. 



Lecture. 
Pilmstrips 



Lecture. 

Dsiplay of indicators and load- 
acators, Keeping of records as 
recommended by Joint Commission. 
Demonstration of pasteurmatin at 
Deaconess. Demonstration of an- 

prolcne gas sterilizer used l;y 
St. Mary's, 
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-Date 
Hours 



Major" Goals 
(Assist the student to) 



less ion IVS 
Introdiietion 
Types of 

iterili:crs, 
laintoiiiiiicc, 
Problems aiul 
^roblctn Solv- 
ing. 27 Hrs. 
<clborn 
los|)i.r;iI 



llocoiiio f.'iinilinr with the 
viirioiis types ol* sterili' 
r.iM's and their wnintonance 
Recognise prohlems if not 
sterilizers arc not 0|ierat 
iiiK. properly. 



Behavionit Dlijcctivc^^ 
(The student will be to)* 



Introihiclioii 
to Siiri;ioal 
InstruiiiiMits 
2h hours 
Wolborn Ho:'- 
pital 



(Iain general knowledge of 
types of surijical instru- 
ii:ei]Ls. 



Name types of sterilizers, 
Operate sterilizers where 
employed. Check recording 
charts and if probleios exist, 
report to iiinintenance depart- 
ment jiniiicd lately, 



Identify surgical instruments 
and explain uses. 



■Icariiinj] 'lixper^^^^^^^ 



Lecture, 

Castle company or (Aiiisco) 
American Sterilizer Company 
to present material on all 
sterilizers manufactured. 
Demonstration of sterilizers. 



Session IMS 
Introduction 
to Sterili- 
zation Pro- 
tcdnros 
2h hours 
Deaconess 
llospital 



^'^ow principles of prcpara 
ti'.^' of instruiiicnts, pans, 
gi.!:vs, synthetics, and 
rubber goods for sterili- 
zation. 

Lc;rrn how to load and un- 
load carts and autoclaves, 



CSS ion IM() 
ntroduction 
0 Work Sim- 
lificatidu 
!ihrs, 
iirth Annex 
Donis ;^|13/.>0'1 
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Become proficient through 
organization and work 
slmplifjcation. 



Identify instruments in the 
hospital. Practice loading 
and unloading carts and auto- 
clave to cool and store sup- 
plies (instruments, pans, 
glass, rubber goods, and 
syntlieti.cs). 



Obtain equipment and supplies 
and aver^jge work area to 
perform assigned tasks. 
Compare use of mechanical 
washers-versus hand washing. 
(!ompare disposable items ver- 
sus hand preparation of sup- 
plies. 

IJevelop problem solving 
techniques. 



Lecture. . 

Display of instruments by 
representative from General 
Medical Corportion. 



Lecture, 

Display and film by repre- 
sentative of ACMI company or 
company. 



Lecture, 
Use methods improvement chirt 
to write steps of procedu/e. 
Evaluate and make changes to 
improve procedure. / 



1 



Test over Sessions . 
9, 10, 11, 12, 13, 1/1, 
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Vi:. ■>■■■.■■ 



■ Major Goals 
(Assist: the student to) 



j. Session l\l 
Introduction 
' to Package 
> Requirements 
•' 2-'i hours 
' Wo] born 



' Session" 1 8 
Introduction 
to Prc|i;ir- 
atioii of 
Linen Bundle 
2h hrs. 

"Deaconess 
Hospital 



: Session. (120 
f Case Carts 
' and Exchange 
Cnrts 
hours 
:■ St. Mjh 
' Hospital 



Becoiiio proficient in pack- 
ajjni); using muslin, syn- 
thetic, and paper wrapper. 
Become familiar witli dif- 
ferent cliarging, delivery, 
and storing systems. 



ilehavioral Olijocti^..'; 
(The student will bollc to) 



Deioonstrate ways to wrap and 
package supplies (trays, 
glass, rubber, and synthetic). 
Use biological indicators. 
Fill supply orders, see that 
orders arc delivered, and 
send charges. 



learning lixperience 



Learn methods of folding, 
wrapping, sterilizing, 
cooling, storing, checking 
for expiration d;itcs of 
linens. 



Inspect and fold linens. 
Explain procedure of wrapping 
sterilizing, cooling, storage 
and checking for expiration 
dates of linens. 



' Session /1 19 


Learn preparation of spe- 


, Intordiiction 


cial trays. 


. to Prepara- 


Re-cmphasize methods of 


tion of 


wrapping and sterilization 


Special ■ 
; Tra)'i) 


of trays. 


- l\ hours 




' St. Hi'ny's 




Hospital 





t; ERIC 



Become familiar with the 
care of instruments using 
the case cart system, 
(^ain a basic understanding 
of the exchange cart 



Prepare trays, by card file. 



Lecture. 

Demonstration of ways of 
wrapping. 

Tour of Welborn's Central 
Service Department 
Hxplaination of: 

New thcriiioineter procedure 

Flow of materials 

Charging system 



Lecture, 

Tour of Deconess Central 

Service Department. 

Demonstration of: 

Inspection, folding and 
wrapping of linens. 



Lecture. 
Demonstration of preparation. 



Describe process and flow 
of equipment to the operat- 
ing room. Clean, inspect, 
wrap, and sterilize instru- 
ments for operating rooni set 
upSi Route supplies to O.R. 
by case cart method. i)c- ■ 
scribe system of", exciting e 
carts and method of charges. 



Lecture, 

Tour of St. Mary's Process- 
ing and Distribution Depart- 
ment. 

Demonstration of; 
Instrument washers 
Sonic washer 



Hours 



Major (;o;il; 
(Assist tlio stiitlijiit to) 



Session 1121 
Prcparatioji 
anil sterili- 
zation of' 
Solution 
St. Mary's 
Hospital 
2'i lioiirs 



Lciirii procedure for pre- 
parinj; ami coiiipiitiiig 
stron!',ths of solutions. 



Learn the principle and 
procedures for sterilizing 
solution. 



Behavioral Objectives 
(The student will be 0; to) 



Work simple mathematical 
problem for solution 
strengths. 



Prepare solution for ster^ 
ilization. 



Learning lixii(,/\/(! 



Session (122 
MainfcniHiee 
of iiquipineiit 
OSIIA Require- 
ments: Test- 
ing, h';irran- 
ty, Restric- 
tions, llec- 
ords. 
2-i hours 
Welboni 
Hospital 

Scssion''23 
Care and 
Cleaninu of 
Special 
liquipiiicnt 

Deaconess 
Hospital 

2'i hours 



Idealize the importance of 
proper maintenance of 
equipment. 

Become faffliliar with re- 
quirements for safety of 
personnel in liandling of 
equipment. 

Learn to keep maintenance 
records on electrical 
supplies. 



Describe equipment problems 
to maintenance. Test equip- 
ment before storing (Cx.-K- 
Pad) , 

Check dates on maintenance 
label for preventive maintcn 
>incc required. Cliecl^ elec- 
trical equipment regularly 
as a safety policy and re- 
port any problems. 



Lecture. 

Exercise in m\:\fi Ahhw^- 
Demonstration of Oh 
oration, 

Load and sterilij^ \c\^%^j' 
Unload sterilizct/ 
References; 

IJo-spital hmuup .joy,^. 
"I^^tv Bergcnseni^ hfyiHA 

St. Louis, MO. 1^)3, 



Understand the functions, 
handlipg, care «f, and 
clemming of special equip- 
ment. 
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Decontaminate supplies (The, 
Staph, li. Coli, Gas Gangrene, 
etc.) Clean, label, cover, 
and store eauinment: 
l\'angcnsteen, Gomco, F.iiierson 
machines 

Oral suction jiiachincs 
K-Pads 

Flotation pads • 
K-thermia 
Stryl^er frames 
Flote and water beds 
Isolation carts 
G.U. carts 
Tliermoiiieters 



Lecture. 

Handout safety z\]A ^V- fo^' 
central service t|[/ftl-['i^\fit, 
Display oeprationtf 
from manufacturer^ \ 
electrical equipmt^'^l l-^i the 
department (copied ^( ^ic'l 
manual are to bo h ^\\e 
maintenance depajt\{^ tit'^^ 
the central sevvl/ ji^Pfirtmc'it) , 



Lecture. 

Display of equipmon / 
Demonstration of 0|/'\if;^^iii 
cleaning of equipii,(^'^l_ 



fiS Uitc 
« i 
Hours ^ 


1 Major (loals 
kf/Vssiiit ilio student to) 


lichavioral Objectives 
(The student will l)C to) 


Learning lixperiencc 




Session 112.1 
Distrilmtioi 
of Supplies 
Vi hours 
St. Miiry's 
llospit.'il 


liocoiiie ;iO|iiniiited with 
I iiictlKul!: of (listrilnitioii 
of supplies, location, 
and control of supplies, 
and records, and service 
chiirucs of hospital sup- 
plies as related to the 
central service department 


Describe methods of distribul 

jng supplies, general needs 

of a hospital. 

location 

Control 

Automation 

liecords 

Vendors 

Service charges 


Lecture, 

Tour of receiving department, 
and storeroom at St. Mary's, 


Test over Sessions 
21, 22, and 23 


Session II2S 
Inventory 
and Bmljjet 
2'i hours 
Nelborn 
Iluspiliil 


Recognize iinportance of 
iiiaintainiiii; [in adequate 
inventory, the probluiiis of 
establishing quotas, shelt 
life lead tino, reorder 
points, inadequate order- 
in t;, and ri^ceivinij pro- 
cedures. 

Gain a hetlcr understand- 
ini; of budgeting, termin- 
ology, ami importance of 
operating i-athin a budget- 


lixplaiii inventory policy of 
the centra] service depart- 
ment, emphasizing quota of 
itciiis and ordering to main- 
tain that t'iniount. 

Be aware that central servici 
does operate with a budget, 
that supplies are not to be 
wasted, that equipment be 
used properly and kept in 
good repair. 


Lecture. 

Explain- locator file. 
Lecture. 

Show and explain computer print 
out. Define terminology. 
Explain and quote some of the 
costs of supplies. 




Session ■/f2fi 
Safety 
2-i hours 
North Annex 
Rooms 

58 
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Practice good safety by 
followiii!; hospital fire 
and disaster plans, 
fjiow location of fire 
extinguishers and exits 
that C.S. cniployees arc 
to use. 


lixplain use and location of 
fire extinguishers in 
Central Service Department, 
and surrounding areas. 
Gxplain iire and disaster 
plans as related to the 
central service department. 


Lecture on fire prevention. 
Show and discuss fire and dis- 
aster plans for each hospital. 

Demonstration on school lawn 
by the fire departmont. Use 
and handling of firo equipment 
by students, lixplain procedure 
for turning in fire alarm. 


57 : 



Dale 

• r. 

Hours 



Miljor Goals 
(Assist the student to) 



Session I 21 
Plaiininu In- 
service 
lidiicatiun 
Programs 
2h hours 
North hmn 
Roonis 
303 ^ 504 



Session 1128 
Legal 

Aspects ;iiiJ 
Ethics 
2^2 hourr, 
North Annex 
Rooms 
303 ^ m 



58 
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Realize the import auco of 
attending and participat- 
ing in continiiinf! educa- 
tion proijraiiis, liecoinc 
familiar with methods of 
teachinii ami porforniancc 
evaluation. 



Cain a better understand^ 
ini; of le[;;il aspects and 
i!!oral obi i nations of the 
Central Service Depart- 
ment employee w 



Behavioral Objectives 
[The student will be ^e to) 



Keep current with the latest con- 
cepts^ procedures, and equipirent 
in the central service depart- 
ment. 

Relate methods of teaching stres- 
sing the iiiiportaiice of demonstra- 
tion and return dciiionstrntion, 
especially tvhen mechanical equip- 
liicnt is involved. 
Use of audio-visual aides for 
clarification. 

State intended outcomes of a 
class. Identify the need for 
repeating programs as new staff 
members are hired. 
Keep experience records on em- 
ployees to aid in evaluating the 
f for proiiiotjon. 



Learning lixperiencc 



Explain following: 
Hospital 's legal counsel. Cen- 
tral Service's legal obligation 
to oprtate within a standard tha 
is accepted for all central ser- 
vice departments. Staff's re- 
sponsibility for own biowledge 
and behavior as expected in 
hospitals and written in: 
Hospital Policy Manual 
Hospital Procedure Manual 
Central Service Policy and 
Procedure Manual 



Lecture. 

Role playing with face to 
face instruction, "show am 
tell", and written instruc 
tjons. Discussion of ex- 
ericncc records: 
Student participation 
to plan a year's educa- . 
tional program. 



10 31 



Lecture. 

Show and explain need for 
policy and procedure man- 
ual for Central Service 
Departments Show articles: 
Legal Im pli cations of 
Central Service Operation 
by Harvey Oschner, R.Ph, 
Hospital Topics July-Aug 
1975 

Legal Advice Needed as 
I'iMpitals" Neg^ wTth 
IWs , Hospitals, J.A. 
H.A. July 16; 1975 ^i):24+ 
Notes from lecture by 
John Mitchell, AMSCO 
Sci:;Inar Rrie, Pa. Legal 
Aspects of Central 
Service. 
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Dali! 



Hours 



Major Gfiiils 
[Assist tilt* stiuliiiit to) 



Session 1121) 

Intro.Juction 

to 

Final l::<ii!ii- 
illation 

2'; hoars 

North 

Annex 

- 3(11 



livaluate the Ie:iruinu 
expcriencG ihroiigh 
examination. 



Bchiivionil Ubjoclivc 
(The student will bAle to) 



Ifrilo and puss the 
final oxaiiiinntion. 



Review 

lixaiLinations 
Present 
Cert ifi cat OS 
Refreshments 
2'2 hours 
North Annex 
Rooms 



Re-evaluate the learnini; 
experience through review 
of the final exjUiination. 



•Discuss and ask ([ucstions for 
clarification . 
Recognize areas of weakness 
and liiab plans for corrections, 



Learn inj! Hxpericnci 



Give instructions and Final Exam. 

out examination papers, 



Handout cxain papers and 
grades. 

Presentation of certifi- 
cates, 

Refreshments. 
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8/75 



Synopsis of Course Outline 
PROGRAM FOR THH EDUCATION OF DIETETIC ASSISTANTS 



Principal instructor: Venita Hargis, R.D. 

Sponsored by the Evansville School of Health Occupations 

Participants: A basic course for personnel currently employed in dietary 
departments in health care facilities • 

Purpose: To prepare qualified applicants to function effectively as food 
service supervisors. 

Classes: Classes will meet in room 305, North High School' Annex, each Wed- 
nesday starting September 8, 1976 from 6:00 to 8:30 P.M-, except December 22 
and 29, and March 30. This schedule covers 90 hours of instruction in a 36 
week period. Classes end June 1, 1977, 

Field Experience: Field experience begins September 9 following the first 
class and ends June 1, 1977, A minimum of 4 hours per week is required for 
all units except Unit VI for which a minimum of S hours per week will be required- 

The field experience is obtained in the student's place of employment under 
the supervision of the registered dietitian who functions as a consulting 
dietitian or full time dietitian tor the institution. A complete manual for 
the field experience is provided. 

Projects should be completed in the allotted time. The preceptor prepares a 
written evaluation of each project. This evaluation and your written work 
required by any project must be submitted to your classroom instructor on the 
date due- 

At the conclusion of the program the preceptor evaluates the total effective- 
ness of the student as a food service supervisor- 

Textbooks: American Hospital Association, Food Service Manual for Health 
Care Institutions 

Robinson, Basic Nutrition and niet Therapy 

Fowler and West, Foods for I'ifty 

Other materials as provided 



CLASS AND Fini.D EXPERIENCE SCHEDULE 

Sept. 8 Unit I Orientation Class: 5 hrs • 
15 . Field: 8 hrs , 
Field Experience Proje ct I due September 22 • 
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Sept. 

29 

Oct. 6 
13 



Apr. 



22 Unit II Principles and Procedures of Food Class: 10 hrs. 

Preparation and Service Field: 16 hrs. 



Field Experience Project II, Sections A through H 
due October 20 



Oct. 20 Unit III Nutritional Care field'- It'^v^l^ 

Nov. 3 

10 
17 
24 

Dec. 1 



8 
15 



Field Experience Project III due January 5 



12 
19 
26 



Field Experience Prolect IV due February 2 



Field Ex perience Project V due. April 6 



13 
20 
27 

May 4 
11 
18 

25 

June 1 Field Experience Project VI, Sections A through ri 
due June 1 



Jan 5 Unit IV Merchandising, Food Procurement, and Class: 10 hrs, 

Storage F^^ld: 16 hrs. 



Feb 2 Unit V Housekeeping. Safety and Sanitation Class: 20 hrs. 

g Field: 32 hrs. 

16 
23 

Mar. 2 

9 
16 
23 



6 Unit VI Administration and Supervision Class: 22h hrs. 

Field: 42 hrs. 



Criteria for satisfactory completion of the course. 

1. A grade of "satisfactory" on all classwork. 

2. A grade of "satisfactory" on all field projects. (Pass/Fail basis) 

3. Records of all field projects must be on file at the Learning Center, 

4. Demonstration of a beginning level of competence in the role of 

food service supervisor as determined by the final evaluation of 
the preceptor. 

5. Regular attendance at class with no more than three absences. 
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IJfllT I. ORIESTATION TO THE FICLO OF HEALTH CARE, mm CARE INSTITUTIONS m HE FOOD SERVICE DEPARtiENT 



flAJOR WS 



(To assist the student:) 



I. To understand the purpose 
natiirt of the total learn- 
ing experience. . 



Wmmi OBJECTIVES 
The student will be able to) 



I 



mnm experiences 



2. To understand fundajtiental 
Jifforences in types of 
lealth care facilities and 
he basic roles and inter- 
elationships of dopart- 
nents and health care per- 
onnel. 



jERiC 



1. Ad just to the purpose, 
teaching methods and learn- 
ing experiences being pro- 
vided. 

Describe her role in the 
teaching- learning process. 

2.0iff(jrentiate nature and 
purpose of short and long 
tenr. health care facilities. 

Identify in general tarins 
the roles and functions of 



selected professional, members fossional raembors of the 



of tb.0 health care tean 



l.Ir;tr(:(^uction of class 
members. 

Discijssion of philosopliy, 
objectives, teaching iiethods 
and content of program. 



2.Filiiistr:p:Trainex 330,"An 
Introduction to the Hospital 
and its Functions." 

Lecture and discussion on 
health care facilities, pro-. 



1. Teacher assessment of 
nature and quality of com- 
nmnications and attitudes 
demonstrated in inter- 
changes. • 



lealth im, support person- 



doctor, nurse, registered nel and ethical relationships 
dietitian. 

Identify roles and functions 
of support personnel for each 
professional group. 



Describe the administrative 
structure of her agency and 
locate the food service de- 
partment and herself accur- 
sitely in the framework. 



Group development and dis- 
:ussion of typical orpani- 
jational charts. 



EVALUATIOfI TECHNIQUES 



Prepares an organizational 
hart of her facility, 
(field) 
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■ I 



Hours 

of 
Instr. 



M/JOR GOALS 



BEHAVIOPAL OBJECTIVES 



1 3". To learn the specific 
functions and organi- 
zational structure of .' 
the food service de- 



i'l.Tc perceive intorn- 
jally and externally 
developed standards 
for the dietary dcpart- 
nent as essential 
clenents in the pro- 
vision of !ii(fh quality 
food services. 



3. List the functions and all 
personnel of the dietary 
department. 

Relate the purpose of the 
food service department to 
the general purposes of the 
institution. 

Discriidnate between the 
roles of the dietitian, the 
dietetic technician and the 
dietetic assistant. 

4. Recall agencies charged viith 
reviewing standards of dietary 
onerations: State Board of 
Health, Joint Conraission, Fed- 
eral rules f-nd regulations. 

Identify four organizations 
which contribute to the main- 
tenance of health in the diet- 
ary field: ADA, American 
Heart Association, Dairy Coun- 
cil and the American Hospital 
Association. 



MING EXPERIENCES 



EVALUATION TECHNIQUES 



3.Fili!strip:Trainex FS-158, 
"Orientation to the Food 
Service Department." 



i 



3, Prepares an organization- 
al chart of her department 
and develops a joh des- 
crintion of each worker, 
(field) 



Discussion of /iDA def- 
initions of roles of the 
dietary tm, 



'i-.oiscussion of stand:irds 
dovGlot)ed by the dietary 
departaent for its operation 
and those agencies which 
also inpose standards. 



Prepares a conplote list 
of the functions of the 
dietetic assistant in her 
institution, (field] 



S.Reading Assignment: 
AHA, Food Service Manual for 
Health Care Institutions , 
pp. 1-16, 



Hritten test of the unit. 



Preceptor's evaluation. 
Student's self-evaluation. 



6? 



DIETITIWI 



ROLES OF DIETETIC im 

IN FooQ m\mm _ 

DIETETIC TECPillCIAN 
Associate (2 yr/degree) 



mm m mmwn 

Identifies departnent goals and designs 
long and short range objectives. 



Designs and establishes operational 
systems which support objectives: 
Production System 

Specifications 

Inventory controls 
Taster Personnel Plan 
PrrchasinR Systems 
Fcrl Systenis 
Service Systcins 

mtfrckn'^isinf 

food delivery s)'?teij 

Distoiser services 



;)c/elops departmental policies and 
proce^'ures 



JdenUnos^nec 

and developi-ier.t progra.Tis for dcpart- 

nicnt pCTscr.ncl: 

.. Orientation 
In-Service education 
Ccntinui;.? edacation 



Defines departmental standards- 
Establishes progranis naintenance 
Pi review of standards. 

o 
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Assists in establishing and imp lenient- 
ing operational systems: , 
Production systens 

Forecasting 

Production orders 

Employee scheduling 

Food purchasing 

Receiving, storage 

Service Systems 
Custone: relations 
Henu design 
Sales analysis 
Uniforms 

Advertising § promotion 
Food presentation 



i% ^ prograin/one yr)HIEFSS Memb^ 



Assists in writing procedures to 
irrolement policies 
Participates in determination of _ 
staffing meeds, writes job descrip- 
tions and spocii'ications for personnel 



out fist^Hished operation-ij 

production systems 

hhcHs food neejs • | 

l^toductioO orders | 

employees '4 

t^t?fc}l% f?Od, SuppliPij . I 

^ij^e^^ises recei^ng 5 storage I 

X'ptiCj l^olicies, Procedures and :;;| 
ciJ^^i^s out plan of service | 
;i^iiit^ins i^ood customer relations;! 
)Wi \mi ''I 
sales 

\^A\^i\% dres5 Codes . :| 

IjJ'iil^'^^nts plati Of promotion 
^ kvBsJoodjitt act ively 

^ecomiiiendations which may be| 
iJiCoJ'^^rated in^o policies :| 



Assists in pianniny jmplew^^ 
of educational program 
Procures and uses resources 5'iaterial; 
in educational programs 



n 



Plans for implementatioii of departmental 
standards: 

Menus 
Nutritional needs 
Principles of menu planning 



J'^i^l'i^nts pTof^issJ follow-up ; 
' ol'eJ'^^atibn #"^de:"Biiirp 
n^i v^^lhin are^ of responsibility | 



H^in^^'^^ns estalJUshod standards: -| 

I^Hlrition&l.iieefis | 
ginciples' of #wj 'panning "T| 
A^ptaUon meet hieds of ;| 

Hientele ""'^'M 
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DIETITIAN DIIiTFTJC TECHNICI^ DIETETIC A^^ISTANT ' I 





Idaptation to iricet needs of clientele 

Program of sanitation 

'ood quality and recipe standardization 

food service 

Program of safety 

Squipment maintenance 

Productivity 


Pro?,ra:i oi Fcnitstir.n > 
Food quality aiid ?vjc:p3 cit':ndar3- 
i-ation 
Food se'fvice 

Program of safety > 
Eo.ir*pent maintenance : J 

^PriXbcrivity \% 


Determines departmental budget 
Establishes system of cost control 


Participates in budget development 

Issists in iRpleinentation and maintenance 
3f cost control records 


Haintains cost control r^icords 
and collects specified data 


Improves efficiency by establishing 
creative and innovative programs 
(coinputerization, variations in 

food production and service systems 
educational programs, etc.] ' 

Dcteriuines layout of dietary space § 
oquijiii'int roqitireBents for the dept. 


Participates in and suggests areas where 
innovation may be needed. 

Involved in planning and review of food 
facility and equipment requirements, 


Assists in implementation of new 
programs ^ 

Involved in planning and review of -i 
food facility and eoidnment require- ' J 
laents for area of responsibility. ,| 

_ ^ — __i 


Develops, revises and modifies systens Evaluates and recomends changes or niod- 
of evaluation for the department. [fications for the doDartment. 

! 

-Evaluates efficiency of food service (isos evaluation tools: 
operation: , 1 Taslc analysis 

I'Syout . j Keeps specified records 
Productivity 1 Product analysis 

lifork sinplification, staffing pat- [ Time § notion studies 
tems.food products, etc. . ■ 


Evaluates ^ recommends changes or 
modifications in area of responsibil- '"^ 

ity ' . _ i 

Uses evaluation tools: >"''/1 
Task analysis f 

. Keeps specified records v 
ProQucf analysis . 

' Time § motion studies 


IDTKIilOKAL CARH • 

Plans, inipleiaents 5 evaluated nutrit- 
4cnal-uTe~within''o?eratiDnarsyJ^ 


Identifies needs of consumers for nutrit- 
ional care: 
Menu selections to assurs balanced Jict 
li^nu accqr^^^ 

Food preferences 

Food consumption patterns 
i!r.plenents prO[;ram to provide nutritional 
care: 

1 Writes routine modified diets 
Adapts menus to meet special needs of 
! individuals 

Monitors food service system 


Collects data § information to be 
used in program planning: i 
Um acceptance t 
Food preference" }; 

Food consumption patterns ''i 
Selection of balanced diet ^ J 
■ Kaintains fecords^.^ ' ' " ' ' 
Ilscs written guides to write rciitine ';i 
Rio'lified diets' -;j 
i'ses written guides to ad':pt ms to ;jj 
tneet special needs of injividuuis . J 
Carries out establislied service systeii 



DIETITIAN 


1 

OI[?FIC, TECHNICIAN,. DIETETIC ASSISTANT 


FEROTEL mmm 

Develops personnel progran for depart- 
ment . 

Responsible for supervisory admin- 
istrative employees within the depart 
liient (interview, selection, super- 
vision, training § development, eval- 
uation Ptr 1 


Assists in developing personnel program 

Responsible for assistant/anfl/or other 
- dietary personnel 


Responsible for perscnr.cl in asdgned 
assigned area 


Comniunicates terms of union contract 
with personnel 


Maintains contractual nornAm^nf ,,44.1 
union opiployees 


Functions to avoid grievances '.y 
using fair onploypicnt practices 


COMl'lUNICATION 

Provides systems of coraunication: 
Relates vith otVjr liealth pro- 
fessions 

Participates as neniber of health 

care team 
Reports to administration 
iJaintains coninuiiication: 
Intordopartnicntal 
IntradepartFicntal 
Labor union representatives 


Attends staff meetings prepares 
appropriate records and reports 

Helates with and reports to dietitian or 
iadninistrator f, consulting dietitian 

Cloordinate activities anions arsas of 
dietary dopartnent 


Attends staff fflectiii.ijs 5 prepares 
appropriate records reports- 

Relates with ^- reports to dietetic 
technician, dietitian or addnistrator 
and consulting dietitian, 

Coordinates activities within area of 
responsibility, 


Provide systens to carry out 
legislation 5 regulations of licens- 
ing Ti accrediting bodies (federal, 
statt) and local] 


!1aintain regulations: 

Reinburscmont forms 

Records 
■ Standards 

■ 


Maintain regulations; 
Reimbursement (ms, 
Records 
Standards 




no ! 


/ ; 
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FUNCTIONS OF THE HIF'^ETIC A::"SISTAK'T AS 
DESCF;I!BED UY TiiE >J'1?.RICViW 
DIETETIC ASSOCIATION 

' ■ . ' 

The dietetic assistant participates in the iniplemcntatiou of the food 
sen/ice operation through such activities as: 

1, Planning menus according to established patterns 

2, Training, scheduling, supervising and evaluating employees 

3, Supervising food production and service 

4, Maintaining quality control 

5* Maintaining established standards of sanitation and safety 

6. Supervising record keeping 

7. Maintaining an adequate system of patient nutritional care 



UinT 11 PRINCIPLES AND PROCEDURES OF FOOD PREP.MION AND SERVICE 



lurs 
ist. 



} hours 



MR GOALS 
(To assist the student:) 



l.To understand the principles 
and procedures for making good 
coffee, tea and nourishment 
type of beverages. 

To know the proper care 
and use of equipment associated 
iiith their preparation. 



BEHAVIORAL OBJECTIVES 
(The student will be able to:l 



1. Describe methods of pre- 
paration of beverages and 
nourishments and proper 
storage temperatures until 
served, 

Explain use, care end 
cleaning of related equip- 
ment . 



rr ^ 



LEARNING EXPERIENCES 



Reading assignment: 
HEW 1701-0392, A Guide To 
lutrition and Food Service 



for hmnf., Homes and Homes 
for the A^, pp. 62-73. 

Fowler and West, Food for 
Fifty, introductory section 
in each chapter. 



Read and learn to use Standard- 
izing Reci|)es for Institution - 



EVALUATION TECHNIQUES 



al Use ; Robinson, Basic 
Nutrition and Diet iTierapy, 

pp. 166-188; AHA Food Service 



Hamial For Health Care Insti- 
tutiunS) pp. 145-20C 
Reconimeiuied Reading: 

Blue Goose "Buying Guide for 
Fresh Fruits and Vegetables" 

American Home Economics 
Assn., "Handbook for Food 
Preparation: 

Proj. 05 USDA, "Food Se- 
lection 'for Good Nutrition 
in Group Feeding" 

1. Lecture, and discussion of 
preparation- and-serving tech' 
niques. 

Film on coffee making and 
handouts from Coffee Brewing 
Center. 

Taste testing exercise on 
fresh and held coffee (Field 
experience) 
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MAJOR COALS 



BEHAVIORAL OSJECTIVES 



(To assist the student;] |(The student will be able to: 



iimm EXPERIENCES 



) 



2. To learn procedures of pro- 
per vegetable and cereal pre- 
paration and serving to main- 
tain mim food value, 
palatability and appearance. 



3.T0 learn principles of pre- 
paration of protein foods and 
iaaster the reasons for various 
methods of preparing meats 
and other protein foods and 
combination dishes. 



'4. To acquire knowledge and 
understanding of techniques 
and standards of quality in 
preparation of salads and 
cold entrees. 



2. Describe vejotable pre- 
paration techniques and 
their effect on color, tex- 
ture, vitamins and minerals. 



Describe preparation and 
serving of hot cereals. 



Ann lysis of tube feeding 
rccijio for nutritional con- 
tent (I'iolJ experience, 

2. Lecture and discussion of 
preparation and service. 

Prepares a food production 
worksheet for the vegetable 
and cereal unit {Field Exp,). 

Explain the use, care and Experiment on cooking green 
handling of utensils and vegetables by alternative 
equipment used in preparation means (Field Exp.), 
of vegetables and cereals. 

Comparison exercise on use 
of canned, frozen, and fresh 
vegetables (Field experience) 

3. Differentiate various ,3. Lecture and discussion on 
methods of cookery. 

Explain reasons for use of 
the various methods and their 



EVALlimON TECHNIQUES '1 



protein entrees and conibina- 
tion dishes including pastas. 

Use of overhead projector 
effects on tenderness, flatfoJto show terms and methods of 



and nutritional quality 



Describe procedures of 
preparation and..nutritional 
quality of conbination main 
dishes. 

4, Describe the qualities of 
an attractive, tasty and 
appropriate salad, sandwich 
or cold food suitable to th? 
clientele being served, 



rERiC 



preparation of meat, fish, 
poultry and eggs. 

Evaluates protein entrees 
served -in her4nstitution - 
over a three day period 
(Field experience). 

4. Lecture and discussion with 
use of overhead projector 
to show classification of 
cold foods, sandwiches and 
salads. 
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MUOR GOALS 
(To assist the student:) 



S.To become familiar with pro- 
cedures followed in the quan« 
tity preparation of desserts 
and baked goods. 



6.T0 gain the necessary know- 
ledge of techniques and stan- 
dards of tray service so that 
she can function in this area 
and supervise it effectively. 



To understand the factors 

involved in. operating a 

central dining room for 
anbulatory patients. 



BEHAVIORAL OBJECTIVES 
(The student will be able to; 



Evaluate preparation tech- 
niques to maintain proper 
standards of food production. 



5. Describe proper procedures 
in preparation of colorful, 
tasty and acceptable pastries 
puddings, cookies, gelatins 
and various hot breads. 



6. Interpret centralized and 
decentralized types of tray 
service. 



Evaluate factors considered 



imm EXPERIENCES 



EVALUATION TECHNIQUES: 



Prepares a food. production 
work sheet for the salad 
and cold entree unit 
(Field experience). 

Prepares a menu using a col,d 
entree appropriate for her 
institution(Field experience) 

5. Lecture and discussion, 

, Prepares a food production 
worksheet for the dessert anc 
bakery unit (Field experience). 

Evaluates the quality of 
products prepare'd and served 
in her institution (Field 
experience). 

6. Lecture and discussion on 
distribution. of food to 
patients with use of over- 
head projector to differen- 
tiate types of tray service 
and tray set ups, 

Small group discussions on 



in -deterrain:mg'typc- of seme typ- of"^^^^^^^^^^^^^ 
suited to number of clientele, reouirfid. ctriffino rpmn^.^ 



suited to number of clientele 
huipraent, floor plan of 
facility, budget and phil- 
osophy of institution. 

Identify standards and pro- 
:edures of effective tray 
)reparation and serving. 



i 
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required, staffing required 
and variations in . cliecking 
procedures and items, Follow 
ed by report to class, 

Charts chronological order 
of activities in food pre- 
paration:M food'semng' 
areas to insure coordination 
(Field experience). 



(0 
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MR GOALS 



(To assist the student:) 



7Jo amplify her understanding 
of the operations in a large 
dietary department. 

To gain an initial under- 
standing of policies and pro- 
cedures in employee food ser- 
vice systems. 



To understand the role of 
the dietary department in 
institutional functions and 
comimity sendees . 



BEHAVIORAL OBJECTIVES 
(The student will be able to: 



) 



Describe procedures, 
problems and standards in 
the operation of a central 
dining service. 

Apply knowledge of standards 
to identify improper pro- 
cedures which interfere with 
the delivery of quality foods 
to patients. 



LEARNING EXPERIENCES 



Prepares a supervisor^ ,.;..'ck 
list to insure readiness for 
serving (Field experience). 



7. Apply knowledge of prin- 
ciples of food preparation 
to understand modifications 
necessary in large opera- 
tions. 

ascribe the essential 
qualities of limited food 
service and full food servict 
systeiKi- for employees. 

Plan an appropriate dietarj 
operation in providing food 
service for an Institutional 
function. 

8. Apply knowledge of pre- 
paring standardized recipes. 



7. Field trip through dietary 
department and the employee 
food service system in a 
large general hospital 
foUoved by discussion of 
assignments in the Field 
Experience Manual. 



8. Prepares standardized 
recipe. 

9. Prepares a recipe file 



EVALUATION TECHMIQUES 



PRir 



tintUri test over unit. 

Preceptor's evaluation • 
of written exercises in 
field experience, 

Student's self- 
evaluation of her pet* 
formance in this area. 

Precept'i-v's evaluation 
of stucivrit perfonaance* 
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UTS 



MUOR GOAI S 
St.! (To assist the student] 



l.To understand t)^icil nutri- 
tional status of major sectors 
of the population and those 
factors which contribute to 
the doveiopmcnt of food habits. 



2. To acquire beginning skill 
in inteniewing clients to 
elicit food preferences and 
problems. 



BEli/WIORAL OBJECTIVES 



(The student will he able to 



l.noscribe at least one 
oajor rutrition:il •problcni and 
its possihlc cause h each 
inajor population group; 
infancy, prc-school, sciiool, 
teenafc, youni; adult, laaturo 
adult and apod. 



3. To acquire kiiowlodce of 
specific food nutrients 
and their functions in 
nutrition. 



2. Interact with patients with 
poise and effectiveness in 
obtaining nutritional data. ■ 



5. Explain in basic terms the 
processes of dir,utions, ab- 
sorption and tiietabolisni 
usins accurate nutritional 
terininoloj-jy. 
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I..f;;.'',:.'IHn#Er;Ii:!lCH5 EVAUli\TIOn£CHN!QlJES 



) 



Reading assignments: 
HEW 1701-0392, A Guide to 
Nutrition and Food Service for 
Nursing Homes and Aged 

Robinson, Basic Nutrition 5 
DietTli™ - 



40's,50's,60's and Over" 
"To Your Health In Your 

Second Fifty Years" 
Home and Garden Bulletin 112 

Nutritive Value of Foods ' 

1. Loctiirc ar.d discussion on 
food Id'its in conteiriDoraxy 
society. 

FiliTistrip; The Diet Teachinj; 
Proijrains, ''h'utriticn for a 
Jiation'' ; 

Filiri5trip:Cortept H^-dia 
"Perspectives oij Agin^ I UI' 

2. Discussion and role playing 
of interviewing techniques. 



3. Lecture with overhead pro- 
jector on norsial nutrition 
and functions of protein, car- 
bohydrate, fat, rainerals, 
vitaiains and water 



2. Interviews 3 patients 
in her facility and dis- 
cusses with h:T precept- 
or the iiTiplications of 
het findings' -fer thi 
nutritional needs of the 
patients, (field) 
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H 

H 
I 



Hours 

of ; I'AJOR GOALS 
InsW; 



4,To understand the recomend 
ed dietary allowance and fac- 
tors in tha..life cycle which 
change requirements. 



5. To master the concepts of 
the basic four as a daily 
food guide in preparint; nenus. 



6.T0 develop ne-ccssary bow- 
ledge and skill to understand 
dietary presciptions and mod- 
ify diets for special needs, 



'4. Explain the source and prin- 
ciples of R.D.A. ind describe 
factors in the typical life 
cycl'j which contribute to 
chan,(5ing needs. 



5. List the constituents of the 
basic firi-i"") 

Plan a ; - .r ncnu for nor- 
mal nutricK'i for adults for 
one week usin:; appropriately 
the basic four food groups and 
principles of good nutrition. 



fi. Write accurately wodifiod 
diets for special diets: fiber 
restrictions, low sodium, fat 
modifications, protein nodi- 
fications, protein iiiodifica- 
tions, calculated diets and 
low purine. 



LEARIJlfifl f;)(PE?.ir:!ICES 



er|c 



4.I^.xplPration of R.D.A.tablcs 
^n'l dovelopMtal tasks 
ivi'ich inHuence needs. 

Explanation of Indiana's 
dietary rcquirenents. 



S. lecture and discussion on 
tliO lasic four food '"oups 
and cycle mi\s and select- 
ive nenus. 

Group develop!iiont in class 
of a master rnonu for norr.!'-!j 
nutrition for 2 or r.or6 
days. 

6. Reading assignment: 
Indiana Diet Manual 

Robinson, Basic Nutrition § 
Diet Therapy, pp 189-273. 



Writt.-n test on normal 
nutrition. 



5. Prepares a master menu 
for one for normal 
nutrition for clients in 
her facility, (field) 



Lecture and discussion on 
modified diets and purposes 
of dietary prescriptions: 

Fiber restrictions 

Fat modifications 

Sodium restrictions 

CalC'ilated diet;; 

Puri.:;.:' restiicticns 

Reading assi^nnicnt: 
/■j:iorican Heart Association 
pamphlets on special "diets. 

Fiimstrips;Tr9inex Films DCS- 

m "Understanding Diabetes';' 

DCS-0017 "Diabetes and Diet"', 

and HI-21S "Diabetic Meal 

Planning" I 

Group dfivelopraent of special 
diets. 



' Analyzes hor own dietary 
intake for two days. (field) 

6.llsin^ the master menu 
she planned for her facilr 
ity, wi'ites modified diets, 
(field) 
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mi IV W«SING, FOOD PROCU», STORAGE m Um KEEPING 



Hours 
of 

Instr 



M COAXS 
(To assist the student:) 



B:.!AVIO)dL OBJECTIVES 
ihe student vjill be 2b).e to:) 




1. To relate storage 
facilities of an institution 
:o its purchasing procedures. 



To learn storage stan.dards 
ox the various categories of 
foods to maintain optical 
quality and nutrients. 

To understand problems in 
the control of food stores 
and their relationship to 
iffective operation of food 
production, 



PMln$ assignypx-ftts : 

Dept' Of \i, Food Storage 
pM^. (or Schools and Insti- 
tutions. 
A?, Hai^dbock iJo. 224, Food 
"jrcjiasin.'[ Guide for Groi£ 

Feenins. 

Cornell U., Food Harketing 
Leaflet 13, 5u)^;^Fo^for 
^our Nursing \\gx, 

"Facts about the Foci You 
iiat": Nutrition Infornation on 
Food Labels. 
HEW, AGd,d2 to NuUi]^and 

;"Qod Service , pp. 



1. Identify the storaj^e 
f.ictors w'lid^ influence drily 
and long ters buying aiid 
relate these to operations at 
Iier oim institution. 

Identify storage standards 
for each category of food and 
assess^ adequacy cf facilities 
at her institution. 

Describe inethods of nain- 
taininj supply records and 
procedures for addint; 
supplies ani controlling 
idthdra'//al. 



Food Service Manual for 
Health Care I nstitutions , 
pp 79-IT4. 

1. lecture and discussion 
cf str.r'-ge methods, stand- 
ards m '.ontrol procedures. 



Prepares a total inventory of 
supplies, sets up or describes 
perpetual inventory system 
,nd doternines normal quotas foi 
.■applies on hand a'c her 
in:;titutio;i. (Field experience) 



o 
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Hoars 
of 

Instr. 



imi cm 



2. To understand the planned 
nenu as the basis of food 
purdiasing. 



3. To learn basic principles 
and procedures of purchasing 
supnlies. 



SE'iAVIOm OBJECTIVES 



4. To understand how food de- 
liveries are received . 
checked, stored and approved 
for payment of vendor. 



2. Evaluate supplies needed for 
food production for a specified 
time span and identify accu- 
rately what is on hand and what 
ni:ds to be purchased. 



3. Describe (trades or star^dardi 
for various food categories. 

Interpret food iabals. 

Distinijuish differences in 
unit sizes and yields. 

Apply knowledge of warehouse 
tecur.iques to food purchcsin^. 

Describe factors to be an?.- 
lyzed in comparison shopping. 



NiMe specifications perti- 
nent to each food itens to be 
purchased, 



4. Describe role of store 
rocin person or person re- 
ceiving deliveries. ■ 

Lists the factors to be 
checked on the order. 

Describes proper handling and 
placement of new supplies in 
relation to those on hand. 

Approves an invoice for 
payment. 



2. Prepares food production 
worksheet for one day, ideii 
tifiDS stores on hand and the 
purchases needed. Prepares 
,1 reijuisition to obtain food 
SitppUes froR stores, (Field 
6iipcrience] 

?. Lectuv'^ and discussion of 
food ^irados, standards, unit 
5izcs and factors deterrining 
decision to purdiase. 



EVALUATIO;^ TECHNIQUES 



Tour of local produce 

cc:^ipany. 

Obtains quotations on speci* 
fied iteip.s from alternate 
vendors. (Field experience] 

Prepares a food requisition 
with detailed inforaation on 
all items , (Field experience) 



4. Lecture and discussion of 
delivery system and storage 
and billing procedures. 



Receives a delivery and 
processes it accurately, 
(Field experience) 



At the conclusion of the 
unit the student evaluates 
facilities, policies and 
procedures in her institu- 
tion for ordering, storinj 
and utilization of supplij 
and makes recoiinendations 
for needed inprovements. 

Test over unit. 

Preceptor's evaluation 
of performance, 

Student's self-evah- 
ation of perforaance. 
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Hours 
of 

Instr. 



20 



HiUOR GOMS 
(To assist the studerx:) 



(Tlie student will bo able to;j' 



l.To understand the responsi- 
bility of the institution to 
establish and maintain stan- 
dards of housekeepini;, safety, 
sanitation and personal hy- 
giene of enployees ai\d the role 
of outside as^ncies in m- 
posing standards. 



Reading assipinents; 
Indiana State Board of Health 
Publications as follows: 
"Preventing Food Spoilage" ■ 
"48 Ways to Foil Food In- 
fections" 

''Icvliiiy Frictors Contributing 
to Foo'lbojne jisoasc Outbreaks'' 

'>Caiinod Foods" 

"Food Protection" ■ 

"iHanual Utensil and Equipment 
Washing 

IjSfilS, Pub. 281, "FronHand 
to ^louth" 

Indiana State l^oard of ilealtii, 
atiori HFD 17. 



1. identify the authority of 
the dietetic assiiitant to 
deal with prcbler,;; and set 
standards and the proper 
chain of comnd to resolve 
•)roi;U';,ij beyond !uir scope 
of authority. 



EVAl'JATIOi^ TECHHIi); 



lEW, A Guide To riutrition 
ind Food ?jervice, pp. 30-87. 

MIA, Food Service Manual For 
Health Care Institutions, 
pp. 20S-224 

1. Lecture and discussion on 
housekeeping, safety, sani- 
tation iiid personal hygiene 
standards, methods and con- 
trol. 



Differei^iiate the functions , ^ , 

of the Into St.t. Board 0 ™: Ind. State Bd. h al h 



Health, the fire departaient 
and oth^r accreditation 
agencies. 

2.To learn principles c od |2.Dei.ri.:'e personal hy^^iene 
personal hygiene and t:^ i standards for_diet=ir/ •••/orkerj 
relationship to patient and I and cor-on failures in 
ojsloyfie welfare. ' observance. 



770.1 Safe Handling of Foods 
iii Quantity 
hm.l The Spoilers 
A963 Integrity of Food: 
Responsible Concept of Sani- 
tation 

1509.1 Mr. Dishmachine Opera- 
tor 
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Hours 
of 

Instr. 



l^i^ x^zo^ii^ safety hazards 
in ^\etary operatio^is and to 
uijiJ^^stan^ tiie effect of hju- 
oil WW productivity. 



f\l\pK COALS 



BE!1AVI0P.AL CBJECTI'-'ES 



LEArjJIKG EXPERIE!-IC::S 



Relate infractions of stan- 
dards to possible foodborne 
diseases. 

Evaluate th esthetic fac- 
tors involved in personal 
hygiene stndards. 

3. Identify safety factors in 
dietary operations and poten- 
tially hazardous employee 
behavior. 

Duscribe proper procedures 
;in the event of employee in- 
jury, and estinate the 
possible economic factors 
involved. 

Describe the operation and 
uses of types of fire extin- 
.fishers and procedures in 
the event of fires or drills. 



^/f^ IcafH proper housekeeping 
st^^^rd^ and procodurcs for 



A1321 Dining Room Sanitation 
A1524 Kitchen Safety: Pre- 
venting Burns 

A1525 Kitchen Safety: Pre- 
venting Machine Injuries 



3.F3-i59 Trainex Filrastrip, 
"Hospital Kitchen Safety" 



FS-167 Trainex Filmstrip, "Fir^ 
Extinguishing Equipment'' 

Lecture and deinonstration by 
local fire department repre- 
sentative. 

Prepares an assossaent of 



Sutjgest methods of sUm- 
inatint; known safety hazards, dietary facilities and oper- 
ations at her institution in 
toms of safety factors. 
(Field experience) 

4. Describe standards and pro- 
cedur>3S of general house- 
keeping. 

Identify danjjerous sub- 
stances used in hou.i]^«iji3ir;?. 
and describe proper storage 
and handling. 



EVALUATION TECHNIQUES 



94 



5. To understand principles 
and methods of sanitation. 



BEHAVIORAL OBJIiCTIviiS 



Le/.^:'J!i<G riPr:^,iE!^CES 



Relate iaproner hou5^ Prepares an assessment of 
him% practices and vorain housekeeping standards and 
control to pati'.^nt ai'.d eiu- | practices in her own insti- 
nloyoo welfare, 



5. Identify co^w. fooilborae 
diseases 2nd ir.ot!iods of 
dissemination and preven- 
tion. 



tution. (Field experience) 



Difforop.iiato i^asliing and 
sanitization 'irocoduros and 
know when each is appropriat 

:\mi typical sanitation 
Iproblc-Ds in dietary 
operations. 

Doscribo sanitary stan- 
dards in the preparation, 
soTviiig and storing of 
foods. 

[Inscribe in detail proper 
haiidlini: and processing of 
used dishes, utensils and 
trays for foedin;^, of patien 
and t'vi handling and storing 
of clean iter.is. 

Identify substances and 
techniques 'iscd in sani- 
tizing in dietary operations 



Imiiana 3tat3 Bo^rd of Health 
Fill?., ''ilr. Dish Hachine, 
Operator" 



Prepares an assess:aent of 
sanitary conditions , probl-3:ns 
and proce'iures in her own 
institution. (Field experience) 

Prepares a diily sanitation 
check list for her oun dietary 
dep^irtraint. (Field experience) 

Prrpares a cleaning schedule 
v;ith specified methods for all 
phases' of iistary operations in 
her institution. (Field 
experience) 



Evaluation of quality 
of written assign".ents ir. 
^ield exp.vrience. 

Preceptor's evaluation 
of her functioning in the 
area. 

Student's self assessae 
of her perforaanc3, 

Written test over unit 
content. 



Hours 
o£ 

Inst. 



hrs. 



(To assist the student:] 



l.To understand ii^anageiiimt 
and supexvision as a \m. 
relations skill. 



2. To improve ccmunication 
skills. 
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mami objectives 

(The student will, be able to;) 



Reading assignment: 
HElf 1701-0392, A Guide to Nutri- 
tion and Food Service for Nurs- 
ing Homes and Homes for the Aged 
pp; 2,13-15,74-79,88-93,103-109. 
U.S. Dept. of Agriculture, Guide 
for Supervisors 

M, Food Service Manual for 
Health Care Institutions, 



EVALUATION TECHNip 



1. Differentiate autocratic \ 
and democratic managen.ent en- \ 
vironments and describe the ; 
effect on employee behavior i 
In each. 

Distinguish between line, 
staff and functional positions 

Describe job behavior on the 
basis of psychological needs. 



pp 1-16, 225-238. 

Lecture and discussion on 
each selected aspect of man- 



agement. 



Z.lntrepret communication 
s'iills as both sending and 
receiving messages. 

Identify criteria of effec- 
tive speaking, writing and 
listening. 



1. Assess job atmosphere. 
(Field experience) 



Analyzes her behavior in inter- 
personal relations. (Field ex- 
perience) 

Identifies general pattern of 
employee's behavior. (Field 
experience.) 

Places ii order job factors of 
importance to employees. 
(Field experience) 

2. Class exercise on distortion 
of a message. 

Completes the communication 
check list for supervisors, 
(Field experience) 

Analyzes a breakdown in coimu: 
liications. (Field experience) 
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Hours 
of 
Inst. 



MAJOR GOALS 
(To assist the student:] 



BEIL'WIOIUL OBJECTIVES 



(The student be able to:) 



3.T0 interpret personnel pol- 
icies as both the ccimitisent 
of the institution to the 
worker and it to him. 



4.T0 learn simple techniques 
for job analysis and the de- 
velopnent of job descrip- 
tions and related job infor- 
mation. 



5. To understand managerial 
functions related to staff- 
in a department and organ- 
izing work schedules. 



ERIC 



Identify behavior patterns = 
in her own comunication 
skills which she will need 
to correct. 

3. Describe the nature and in- 
tent of personnel policies. 



Assess the general economic 
impact of personnel policies 
on the Institution and cite 
abuses of policies. 

4. Describe methods of gather- 
ing data about jobs, 

Identify the content and 
uses of job description, job 
sunraary, job specification 
and job work sheet. 

5. Identify staffing problenis 
and relate these to the 
amount and quality of sup- 
ervision needed. 

Describe the procedure for 
employing a worker. 

Relate the quality and con- 
tent of the orientation pro- 
gram to succe5s on the job 
and worker ?'3,t:isf action. 

List the factors to be con- 
sidered in preparing a time 
schsdule of work for the 
staff. 



LEARNING EXPERIENCES 



S.Cozipares institutional poli- 
cies with a general check list. 
(Field experience) 



4. Prepares a job work sheet. 
(Field experience) 

Prepares a job description, 
job specification and job 
lunaary for the dietetic 
assistant. (Field experience) 



EVALUATION TECHNI. 



■ f 



Plans an orientation program, 
(Field experience) 



Plans the time for the diet- 
ary department for two weeks. 
(Field experience) 



45 
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Hourt; 
of 
Inst 



6.T0 understand factors 
mderlying worker productiv- 
ity and to learn techniques 
)f analyzing performance. 



101 

ERIC 



MAJOR GOALS 
(To assist the student:) 



7.T0 learn how to identify 
learning needs of the staff 
and to develop educational 
programs. 

To develop beginning skill 
in teaching. 



BE^IAVIORAL OBJECTIVES 

{The student will be ablo to:] 



Describe the use of the 
daily work sheet. 

Identify factors in the diet- 
ary department which influence 
the number of employees needed 

6. Relate performance problems 
to both personal factors and 
managerial factors, 

Describe evaluation problems 
and procedures. 

Interpret evaluation as a 
developmental function. 

Apply knowledge about human 
resistance to change to the 
role of the supervisor in 
helping employees adjust to 
changes. 

Describe the need, purpose 
and method of delegation of 
authority. 

7. Name sources of information 
about learning needs of the 
staff. 



Describe effective teaching 
methods for job instriction 
for adults. 



LEARNING EXPERIENCES 



f 

EVALUATION TECHNipS 



Prepares a work sheet for the 
dietary department for one 
week. (Field experience) 



6. Analyzes a performance prob- 
lem. (Field experience) 

Evaluates performance of one 
employee. (Field experience) 



Analyzes the functions of the 
dietetic assistant in terms of 
being an instrument of change. 
(Field experience) 



7, Identifies a learning need 
of the dietary staff, plans an 
appropriate program and con- 
ducts the program. (Field expe- 
rience) 
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Hours 
of 
Inst. 



moi Go/iis 

(To assist the student:) 



8. To understand the general 
approach in cost accounting 
and her role in cost account- 
ing, budgeting and cost- 
control. 



9. To place in perspective 
internal and external stand- 
ards of operation, ths 
agencies involved and the 
role of the dietetic assist- 
ant with respect to each. 



mmiM OBJECTIVES 
(The student will be abl^ to:) 



5. Identify the infomation 
needed by the accounting de- 
partment to analyze costs. 



\^mm nnmm 



Describe both direct anil ■ 
indirect factors considered 
in computing total costs of 
operation and preparinn the 
budget, 

Irt^rprot the areas in opcr- 
a* 'f'i- costs in which ths 
dr^;;:,tic assistant can exert 
soiDe control. 

9.Marje agencies which inipose 
standards on the institution 
and the types of standards. 

Describe the licensure pro- 
cedure for the institution. 



Differentiate as veil as re- 
late internally and exter- 
nally devfioped standards. 

Describe the need for ex- 
ternal control. 



3. Prepares a ir-onthly ml 
census. (Field experience) 

Haintains a daily record of 
food purchased, (Field ex- 
perience) 

Computes the cost of food 
used for one month. (Field 
experience) 



Describes appropriate control 
measures which the dietetic 
assistant can iiaplenient., 
(Field experience) 



SVAUJATIONtellJUE 



Uses guidelines for an inspec- 
tion visit and checks dietary 
operations for compliance, 
(Field experience) 



Techniques integratec 
throughout the unit: 



Assessment of written 
exercises in the field 

Student self-evalu- 
ation of performance. 

Perceptor's evaluatio 
of student performance 

Written test on the 
unit. 



Hours 
of 

Inst, 



WM GOALS 
(To assist the student:) 



10 Jo learn which records 
are required and which op- 
tional records can be addi- 
tional tool; for effective 
aanageraent. 
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(The student will be able to:) 



Interpret written institu- 
tional food service policies 
as guidelines for patier.t 
nutrition. 

10. Describe records re([i.ired 
and their uses. 

Describe optional records 
and their uses. 

Identify methods of filing 
and storing records for easy 
retrieval. 

Evaluate record keeping in 
terras of the ease in keeping 
the record, the adequacy of 
the form for its purpose, 
the time involved in prepa- 
ration, the uses it serves 
and its impact on the qual- 
ity of the dietary service. 



imM nmih 



EVAIUATION TECHNIIJIES 



Prepares written food service 
policies for her institution. 



10. Analyzes records currently 
being kept by her institution 
."^nd identifies additional 
records she would suggest. 
(Field experience) 
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SUPERVISION AND MANAGEMENT SKILLS 

(Pro» routine ■nan.gement <«e»^l»P-«=»?~"n; Sese°^^ucld 
final needs as detennin<^d wereO 

. J, i*« «4*K instrument'' hand especially in 

1. Skill in achieving results ^^J^jj^^i'*!;!??^" . without ex- 
directing, training, and coordinatxng aval 

hibiting undue personal irritation or cor 

2. Acceptance without protest of air authority <:^ -a any way legally 
limits or conditions ots's own authority. 

S Skill m expressing oneself, preferably both in speaking and in writing. 

4. Skill in doing ™.ny thing, well and in moving swiftly and »»othly fro« 
task to task. 

5. Skill in dealing with the un«P«*,«^/^,S"cJ."^ 
ruptions without annoyance or loss of efnciency. 

Skill in separating major from minor Issues and In foreseeing conse*.«Kes 
f^'U \o ^e «l«iveiy quick but sou.^ decisions, 
r. WlUlngness to listen and patience In listening before making decisions. 

8. Skill in reaching need«. objectives without reliance upon rigid or petty 
rules* 

9. Skill m formulating policies and in interpretinn goals so a. to motivate 
both effort and production. 

10. Skin m properly evaluating new Ideas and changing circumstances. 

re«istinff "distractors" and digressive 

11. Skill (diplomatic) in evading or resisting 

items . 

12. Skill in correctly interpreting what is said or written. 
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SUGGESTIONS FOR MAirfTAINlNG AND IfS'ROVING RE£AT1[0NS 

WITH YOUR BOSS 

Never take anything for granted. 

Work should be both checked and inspected. 

Work is not complete until the completion has been reported. 

Never let your boss be surprised. 

Report your own mistakes immediately. 

discussion. 

Nhen you bring a problem to him, be sure you have aU th o facts. 

When you bring an idea to 1^1 ITtl^s^f'^iX^"' 

XS-fa^i^ Ztl'f.A^l^t^^^^^^^ Change. 

DO not do anything for one person that you cannot or will not do for 
another under similar circumstances. 

Mk questions, but explain why the questions are asked. 
Plan ahead. 

Make your boss look smart. 
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\ qMESTIONS WAT FIT THE NEED 



Use Questions Like These 

Open Questions that Invite the other 
»rson to express freely what he thinks 
kd feels— never make him feel that he 
i In a box or fenced in in any way. 
tangle: Tell me, Joe, how does this 
roblem look to you? 



Leading Questions that give direction 
) the reply but are not restrictive in 
tiy way. Example ; How did you go about 
arking out your solution to the prob- 

Cool Questions that appeal to reason 
nd that involve the emotions as little 
s possible. Example ; Now what would 
ou say the first step toward a solution 
hould be? 



Planned Questions that are thought out 
n advance as part of a logical sequence. 
ixample ; What would your suggestion be 
m this? 

Treat Questions that let the respond- 
ent know he can make a real contribution 
ly expressing his views. Example ; You 
:an help me a good deal on this, Joe. 
hxat is your suggestion? 

Window Questions that help you look 
Into the respondent's mind— and sec his 
feelings, too. Example ; How does this 
problem look to you, Joe? Why do you 
feel that way about it? 



Not Questions Like These 

Close-Out Questions that force the 
otfaT person into a point of view 
other than his own— make him feel he 
otust conform to some preconceived 
pattern. Example : Now if you were 
convinced that taking this action is 
morally wrong, you wouldn't be for 
it, would you? 

L oaded Questions that put the respond- 
iHTinto a •'hbr'spot" whatever his 
answer may be. Example : m&t made 
you think that your solution ;to the* 
ablem was the only right one? 

Heated Questions that reflect the 
feelings of the asker and incite 
those of the respondent. Examgle: 
We've already been round and round on 
that one, so what do you think we 
should do? 

Impulse Questions that just happen to 
pop into the asker 's mind. Example: 
By the way, what do you think about 
the way your boss handled this? 



Trick Questions that seem to ask a 
£?iSk opinion, but that actually put 
the respondent on the spot. Example: 
IVhat should we do about this, Joe? 
Fire Bill or just transfer him? 

Mirror Questions, that simply reflect 
your own point of view. Example: 
Here's the way it looks to me, Joe. 
Do you agree with this? 
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SOME TIPS ON EFFECTIVE COMMUNICATIONS 
SPEAKING 

If you want someone to do something, state clearly who is to do it and 
exactly what is to be done. 

Speak distinctly and avoid distracting speech habits (and ah, you know, 
mumbling, etc.) 

Keep messages as brief as is consistent with getting the message across. 
Don't ramble. 

Give the .^'why" as needed to gain understanding and cooperation. 

Speak pleasantly and remember your face and body also speak for you. 

Remember your listener interprets your message in terms of what he knows, 
feels about the subject -^^ot past experiences have tfien, what words 
he understands, an 1 n> about you and his relationship to you. 

What a word means to you may not be what it means to someone else. 

Check to be sure you are understood when there is any doubt. 

Every occtipation has a language of its own which may not be understood 
by others. 

IVRITING 

Be sure to include the following on written messages: date, to whom 
and from whom. 

State the main idea as early in the message as possible. Follow with any 
needed instructions and explanations. 

Keep a copy of letters, messages or directives you send and file them in 
an orderly manner. If the original is lost, you won't have anything to 
refer back to if you don't. You will be surprised how often you can forget 
what you said, to whom you said it and when. 

LISTENING 

A supervisor spends 70% of his time communicating, and 45% of this is 
spent in listening. Learn to be a good listener. 

If someone has a problem, give him enough time to talk about it. 

Show that you are interested and willing to listen. Don't doodle or fuss 
with other things or look at youv watch every few minutes. Keep ya\xT 
attention and your eyes on the speaker. 

Listen with Intent. Ask yourself what the speaker is really trying to 
say to you. If you don't understand, then try to repeat to him what he 
is telling you so that he can correct you if you have gotten it wrong. 
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'* 2! ^® '^•^P listeL The speaker's face, use of Hands the 

and eoDcerns wUch you w not jaick up from the vords he using. 

^* JL^'*IlK!rJ inessage from someone, let him change the sub- 

ject when he is ready. Don't you do it. « ^ 

Sr"!*^' that fit the need and encourage the speaker to continue on 
^ tho'^wl" Remember the speaker iftrying to clear hS 

Fi? the Need.)' ^^^^ ^^^^ questions. Questions That 

^' Sj^iJl;^?™J^°" questions that can be answered by a "yes" or "no". 

They tend to shut off communications. * nw . 
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PERSONNEL DUTIES AND 
RESPONSIBILITIES OF A SUPERVISOR 

1. Select ecsployees for advancement since vacancies should be filled whenever 
possible with well -qualified persons who are now working for the organization. 

2. Train and develop employees to do their present work and to be prepared for 
more difficult and responsible assignments. 

S. Select for specific jobs new employees who may later develop knowledges and 

skills for other jobs. 
4. Induct both old and new employees on jobs which are new to them. 
5* Appraise the performance of employees. 

6« Recommend wage or salary increases when a merit system is used. 

7. Keep esxployoes informed on departmental and company problems and developments. 

8. Develop and maintain morale. 

9. Give Instructions and make work assignr>ents. 

10. Maintain discipline. 

11. Administer rewards and reprimands. 

12. Follow through on all assignments and commitments. 

13. Listen to employees. 

14. Keep appropriate records. 

15. Prepare appropriate reports. 
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SYNOrSTS OF COURSE 



INTnRMi:itIA'rn sign LANflUAGr. 
PURPOSn : 



To increase signing ribility nnd understanding of the language of 
the deaf. 



OBJECTIVI'S 



CONTHMT 



To help students to: CI) build upon their basic signing ability to 
achieve a vocabulary of approximately 600 signs; (2) develop ability 
to understand deaf signers; (3) increase knowledge and understanding 
of tlic deaf; (4) develop a desire to work with deaf persons. 

Lecture, demonstration, and practice in signing and receiving; 
class sessions using the "total immersion" concept whereby all 
comnuinieatioii between instructor and students is conducted through 
■total coiiiiMunicrition, using fi ngerspcl 1 i iig , signing and non-verbal 
comiminication . 

Lawrence, Si gn_!^gjjajzc_Miid£ Sjjiy^ Gospel Publisliing House, ^ . 

Larjy Br ice, B.S. , 

September 27 - December 13, 1976 
CLASS SRSSTONS: 6:00 - 9:00 P.M. on Mondays for 12 weeks 
TOTAL HOURS: 36 (submitted to '^PCF.N for Cfll's) 

North Annex Building, Room 30^ 

$27.95 (includes textbook- -$S .95 and handouts) 
20 maximum 



TF.XT: 

TNSTRIIG'I'OR: 
DATHS: 



PLACK: 

liNROLLMr.NT: 



ADMISS ION 
RI-QUlRLMi-.N'lS: 



CRi riiRTA I'OR 
COMPLiniON: 



Post liigh stdiool and/or minimum ngc of 17. Completion of beginning 
sign langungc course or its equivalent with ability to fingorspell 
and know approximately 300 signs. If uncertain of eligibility lor 
intermediate clnss, contact instructor, Larry Brice, 425-1367. 

1. Demonstrnte fin intermediate level of giving and receiving signs 

2. Aclii cvcmcnt of a vocabulary of ai>prox i mately 600 signs. 

3. l'artici]i3tion and comiiletion of required activities. 

4. Rej'ulrir attendance with no more than two absences. 

5'. Passinp, grade of "satisfactory" if requirements are mot. 
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Evaiisville School of Health Occupations Learning Center 
FOR^i^T FOR COURSE OF PROGRAM OUTLINE 



Title 



Intermediate Sign Language 



Dates offered 



9-27-76 to 12-13-76 



Trincipai instructor 



Larry Brice 



Total hours of instruction 



36 



Date 

and 

hours 



T 



Major Goals ' i Behavioral Objectives 
[To assist the student to:) | (The student will be able to;] 



t. 



Understand the purpose for 
; course ! 'ji'thor >il 
instruction to be used. 
To become better acquainted 
with deaf person. 



: hw what to expect 1 U''^' Uiis 
course. 

I Introduce themselves idth sign 
• language. 

■-•rlnteract with the deaf. 



1. j 
:lass i 
irs. ! 



Increase sign vocabulary 
and fluency. 
Increase understanding 
of the deaf and their 
world. 



' Sign and read any of the sign 

\ vocabulary from the beginners 

I class or it's equivalency 

1 and sign and read text - 

! chapter 10. 



Learning Experiences 



Ev^ 



chn''nioH 



■.aission 5 review of I Observation of students 

present skills and ! as they introduce 

equivalency nf a begin- |- themselves using sign 

ning sign language | language, 
course which should 
include a vocabulary 
of approx, 300 signs. 

Discussion of what is i 

expected from this | 

course. Field trips to |' 

observe interaction I 

among deaf persons, i 

(dates to be announced) | 

SIGN LANGUAGE ^lADE ; 

SIMPLE-Chapttr 10. | 

Class discussion. ! Observation of class 
Text-chapter 11. Use of j participation in 
Total Imersion Method | the language of signs, 
whereby all communicatioil j 
among students and 
instructor during class 
will be in the lang- 
uage of sign. 
Videotape of students. 
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Behavioral Objectives | 
(The student will be able to:) | . Learning Experiences 



:'staiid any vouiijulary ; Class discussion, 
included m course to present • Text-chapter 12, 



Evaluation Tccliniques 



j Same as above § 
quiz. 



date, 



i Same as above. 

; Vocabulary has to increase to 
I appronmately 42() signs, 

1 

! 

i Same as. above, 



Sajne as above. 



Same as above. 



Same as above. 



Same as above. 

Vocabulary has to increase to 
appro.ximately 520 signs. 

Same as above. 



Total imersion 
method used in 
all classes. ■ 

Class discussion, 
Text-chapter 13 



To be determined. 



Class discussion. 
Submission of reaction 
paper, Text -chapter 14, 
Video tape to see 
student progress. 

Class discussion, 
Film-Concerning Deaf 
Community. 
Text-chapter 15. 

Class discussion. 
Text-chapter 16, 



To be deteriined. 



Class discussion, 
I Text-chapter 17. 
I Video tape. 



Observation of class 
participating in 
language of signs. 



To be determined. 



Observation of class 
participating in 
language of sign. 
Reaction paper. 



Quiz 



Observation of class 
participation. 

To be determined. 



Observation of class 
participation. 



Behavioral Objectives 
(The student will be able to:) 



Learning Experience ! Evaluation Techniques 



Same as above. 



Class discussion, 
Speaker- (Deaf Person] 
Text-chapter 18, 



Observation of class 
participation. 
Interaction with 
deaf visitor. 



Have a sign vocabulary 
of approximately 600 words. 



Final Test. 
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SYNOPSIS OF COURSE 



INTRODUCTORY MrDICAL TERMINOLOGY 
PURPOSE: 



OBJECTIVES: 



CONTENT: 



lEXT: 



To acquire an introductory knowledge of medical terminology which may 
lead to, or enhance employment in the health care field. 

Students are expected to: (1) Icnrn basic medical terms, prefixes and 
suffixes whicli are frequently encountered; (2) acquire basic knovv'ledg 
of the gross anatomical structure of tlie liuman body; (3) underL;tand 
the purpose and content of commonly encountered medical records; (4) 
become familiar with the meml'icrs and concepts of the health care team 

Includes lecture, word lists, word exercises and handouts relating 
to prefixes, suffixes, and medical terminology associated with the 
body systems • 

Young and Barger, Learning Medi cal Terminology Step By Step , 2nd ed. 
The C,V. Mosby Company, 1971. 



INSTRUCTOR 
DATES: 



Eureda Hendershott, Accredited Record Technician 
September 14, 1976 - January 25, 1977 
CI^\SS SESSIONS: 6:00 - 8:00 P,NK on Tuesdays for 18 weeks 

TOTAL HOURS: 36 (applied to American Medical Record Association for CHU*s) 

North Annex Building, Room 30S 

$30.00 Includes textbook $9.75 and handout materials) 
25 maximum 



PLACE: 
FEES: 

ENROLLMENT: 



ADMISSION 
REQUIREMENTS: 

CRITERIA FOR 
COMPLETION: 



Open to any interested individual who has completed high school or 
its equivalent (G.E.D. test)* 

Passing grade of "C" (80-87) or better. Regular attendance \vith • 
no more than two absences. 
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:vri:.F'iille Schccl of Health Occi'patlors Learning Center 
FORilAT m COURSE OF mm\ OUTLINE 



Titb imOUCTORY mCM TERMINOLOGY Date 



Principal instructor - ^- Total hours of instructio n 36 hrs. (18 wh.) 



Date Major Goals 

and (To assist the student to:) 

hours 



Behavioral Objectives Learning Experiences 
(The student will be able to:) > 



Evaluation Techniques 



1st 
class 

2 hrs 



1; Become faniliar with the 
objectives of the prosram 
and the role and varied oc- 
cupational settings where 
knowledge of nodical teim- 
inology may be used. 



1. Explain the role, possible il. Lecture and dis- 

variations and work settings ] cussion. 

• of individuals requiring know- j 

ledge of nedical tenninology i 

I such as unit clerks, medici^l | 

\ secretaries, medical tranr 

I scribers, and others, 



Understand medical health 
team concepts. 

Acquire beginning knowledge 
of the gross anatomical 
strtjcture of the body, 

Recognize and understand com- ! 
ponent parts of medical terms,, 



Identify various iBedical spec- 
ialists and allied health " 
team members, 



Identify najor body structures ' Lecture and dis- 
and relating terms, ! cussion using torso 

I models for demonstration. 



nse prefixes, suffixes, and 
word roots to form medical 
terms* 



Handouts of word lists, 
basic elements of medi- 
cal terins and brochure, 
(See attached explanation 
of handouts,) 



2nd 2,Name structures and master 2. 

class the terminology associated j 

with the Respiratory System. ' 

2 hrs ' 



Spell, pronounce, and define j2, }!andouts consisting of 
related terras. j word li<;ts, pertinent 

i anato>ii:cal facts, lock 

! history and phydc'.l, anr 
I 'perati/e reV'tts, 
i 
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Dat3 

and 

hwrs 



5rd 3, Naae structures and maste: 
class temiinolofiy associated 

with the Brain and Spinal 
2 hrs Cord, 

4th 4, Recognize and master tern 
Class inology associated with 
2 hrs. the field of Psychiatry. 

5th 5. Name structures and master 
class terminology associated 
2 hrs. with the Skeletal System, 

6th 6. Najiie structures and ucitei 
class terminology associated 
2 hrs, with the fluscular System, 

7th 7. Naae structures and mastei 
class terminology associated 
2 hrs, with the Cardiovascular 
System. ^ 

8th 8. Name structures and masteJ 

.class teriainolpgy related to 

2 hrs, the Female Reproductive 
System, 
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Behavioral Objectives i Learning Experiences ] Evaluation Techniques 



3, Spell, pronounce, and 
define related terms. 



4. As above 



5, As above, 



6. As above. 



7. As above. 



8. As above. 



using filmstnps, tranj 
parencies, or anatom- 
ical models for demon- 
stration as indicated. 

Word exercises. 
Oral quiz. 

3, As above 



4. As above. 



5. As above 



6. As above 



7, As above 



8, As above. 



jTest over lessons 
1, 2, and 3. 



I Test over lessons 
U, 5, and 6. 
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9. r-iv '^^(^ i^&ster term- ! 9, Spell, pronounce and define j 9. As preceeding page. 

related terras. 



Dal. 
ana 

hour: 

9th 

class v^'^'Hf ^'ssociated with 
2 hrs. Neonatal care. 

10th 10. Name structures and master 
class terminology associated 
2 hrs. with the Urinary System. 

11th 11. Recognize awl master term- 
class inology related to 
2 hrs, Otolaryngology, 



Behavioral Objectives ; Learning E/rierie:!::^ Evaluation Technique? 



IG.is above, 



11. As above. 



12th 12. Recognize and master term- 12, As above, 
class inology associated with 
2 hrs. Opthmology. 



13th 13. Name structures and master 

class terminology associated with 

2 hrs. Digestive Sysfera. 

14th 14. Recognize and master term- 
class inology associated with ' 
2 hrs. Hematology. 



15th 15. Recognize and master term- 
cUss ir.olojjy rel?.ted to Oncology 
2 hrs. Anesthesiology, and Physica 
Medicine, 



13. As above. 



14. As above 



15. As above. 



10. As above 



11, As above. 



12. As above. 



13. As above. 



14. As above 



15. As above. 



Test over lessons 
7, 8, and 9. 



I Test over lessons 
i'lO, 11, and 12. 
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ani 

16th 16, 

class 

2hrs. 



Behavioral Objectives 



Learning Experiences I Evaluation Techniques 



Briter understand diffi- 16. Name structures; recognize I 16, As preceeding page 
&iit areas through review ! spell, pronounce, and definei 

terras associated with the ' 
major systens of the body , 
and medical specialties i 
covered in this course. : 



of word lists and terminoi* 
ogy associated with body 
systems and medical special 
ties. 



16, Test over lesson. 
13, 14, and 15. 



i 



17th 17. 
class 
2 hrs, 



1 

Evaluate learning achieved. 17. Write the final exam with 

1 satisfactory score. 



18th 18, Evaluate total learning 
class experience. 



17. Self Evaluation 
■ through testing. 



17. Final test. 



18. Determine if course goals 
have been met and identify 
own strong or weak areas. 



18. Review and discus 
sion of final test. 
Suggestions for iw- 
provenicnt of the 
course. 



18. Complete Partici- 
pant's Evaluation 
of the Educational 
Program. (Form 
provided.) 



ERIC 
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STOOPSIS OF COURSE 



LEADERSHIP SKILLS FOR CIlyxKGE NURSES IN LONG TERM CARE FACILITIES 



PURPOSE: 



OBJECTIVES : 



CONTENT: 



TEXT: 



To prepare licensed practical nurses for the role of charge nurses 
in long term care facilities. Registered nurses welcome. 

Assist the participant to: (1) achieve a deeper understanding 
of the long term patient; (2) extend knowledge in the principles of 
management and develop leadership skills related to the care of 
long term patients, the nursing team, and the institution. 

Overview of the role of charge nurses in IcDng term care facilities; 
understanding the psychological, physical, and rehabilitative needs 
of long term patients and management of the related nursing care; • 
functions of a leader in the nursing team with instruction on ad- 
mission and discharge plans, patient assessment, nursing histories, 
care plans, charting and record keeping, report. forms , and daily 
work sheets; communication, supervision, and evaluation of employees; 
exploration of the legal aspects of nursing; and requirments for 
licensure and accreditation of the institution. 

Smith and Huber, Conce pts in L eadership fo r the Lice nsed Practical 
Nurse, The C.V. Mosby Company, 1973. 



INSTRUCTOR: Elizabeth Shaw, R,N,, B.S.N. , M.A. 

DATES: September 27, 1976 - January 17, 1977 

CLASS SESSIONS: 6:30 - 9:10 P.M. to Mondavs for 15 weeks 



TOTAL HOURS: 

PLACE: 

FEES: 

ENROLLMENT: 

ADMISSION 
REQUIREMENTS: 



CRITERIA FOR 
COMPLETION: 



40 Csubmirced to TSPCEN for CPU's) 

North Annex Building, Room 305 

$27.95 (includes xextbook--$6. 95 and handouts) 

25 Tnaximnm 



L.P.-N. or R ^ prsently employed in a long terin care facility. 
Reci^miinendari i of the Director of Nursing Service in the facil xirr. 

1. Diemonstrate Leadership and management abilities through various 
means of evaluation. 

2. A grade of '^satisfactory** on all classwork and field projects^ 

3. Ref^ular attendance at class with no more than two absences. 
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Evansville School of Health Occimtiocs barnins Center 

FOKiAT FDR mm OF mw omiffi 

LEADERSHIP SKILLS FOR CHARGE IIURSES 
Tith IN LONG TERM CAHE FACILITIES Dates offered^ 



Piincipal instnictor^ 



Date 

and 

hours 



llajor Goals 
(To assist the student to:} 



Introduction 

KnoH the goals, objectives, 
and requirements of the 
course, 

Recognize characteristics 
for leading' others»' 



total hours of instiuctio n 40 hrs. " 15 wks. 



fehavioral Objectives 
(The: student will be able to;) 



Develop leadership aMli- 
tlesi 

Analyze and become familiar 
with the functions: of a 
charge nursci 



Rests criteria for successful 
cooirse completion i 

Idsirtify desirable leadership 
chaiacteristifiSrf 
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3xi„dffiisi£Ei5::and gl«e 
cLEEr lEirnEtloHE 'to others. 



Wrtis'S job laacriptiont 
RecMize the-:addei:resporisi- 
bilSes. 



Learning Experiences 



Evaluation Techniques 



Handouts of topical 
course outlines. 

Reading assignmentf 
Mth Huberi Con^ 
cepts of Leadership 
for Licensed Practi- ' 
cal teses , pp. 3'5» 

Discussion. 

List 5 desirable' 
characteristics of 
a charge nurse, 

View film strip - 
(P-l) Understand jn£ 
lourselfi 

irtie a job descrip- 
tion by using text, 



Submit job description, 



l.C-9 
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fjajor Goals 
(To assist the student to:] 



Understanding the Long 
Term Patient 

Understand the normal ag- 
ing process. 



Identify the psycho-social 
needs of the long term pa- 
tient. 



Acknowledge the patient's 
spiritual needs. 



Be fandliar with patient 
care during terminal stages 
of illness and after death, 



Behavioral Objectives 
(The student will be able to:) 



Differentiate between normal and 
abnormal aging process. 



Cope with patients emotional 
states I 



Understand the importance of 
religious customs and support 
the patient's beliefs. 

Direct'.'proper care and coiiifort:i 
to .th.o terminally :ill:patlent , 



Learning Experiences 



Evaluation Techniques 



Give proper care to the patient 
after death, 



View film strip - 
(G-7) Perspectives 
on Aplnf^i Physical 



Changes and Implica ' 
tions . 

Discussion of aging 
process. 

Read texti ppi kU^l, 



list 5 fears common- 
ly found in the 
chronically ill pa- 
tient and how they 
can be prevented, 

View film strip - 
(1-9) Spiritual Needs 
of the Patient, 



Using textbook, write 
procedure for :.car9,.Qf 
patient during term- 
inal' stages, of ill- . : 
ness, ■ ■ 

Using the textbook, 
write a policy for 
dealing with the pa- 
tient after death. 



Submit list of patient' 
fears to instructor. 



Submit procedure for 
for evaluation, 



Hand in death policy. 
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Ilajor Goals 
(To assist the student toi) 



Assess the needs of long 
term patients in terms of 
the restorative process 
and health maintenance • 



leadership and Hanagement 
Related to the Care of 
Long Term Patients 

Identify admission trauma, 



Suramerlze patients needs 
by assessment.' ' 



Develop skills in inter- 
viewing, 



Be cognizant of the nec- 
essary charting and record- 
ing information, 



Bohavioral Objectives 
(The student will be able to:) 



Hanage the restorative process, 
the physical needs, and the 
nutritional needs of patients 
with dignity and respect for 
the elderly. 



Recognize patient's expression 
of admission trauma. 



learning Experiences 



Interview patient and record 
pertinent information on pa- 
tient's history form. 

Interview another student using 
assessment tools. 



Chart information on nurses' 
notes. 



Read text: pp, 58-?9 

Discussion. 

List physical needs, 
nutritional needs, 
and restorative care 
for a recent CVA. 



Evaluation Techniques 



Read! EnloH and 
Swisher, Interview - 
ing and Patient Care 
Ghpt. 3, pp. 2949. 

Discussion of admis- 
sion and history 
taking. 

View film strips, 
T_echniques of Inter - 
viewing (14), and 
Developing Skills of 
Observation (P-IO). 

Practice completing 
history forms from 
case histories, 

Practice charting 
admission of patient. 



Turn in list for evaluati' 



Submit completed patient 
history form. 



Submit admission notes, 



mjor G Tils 
(To assist the student to:) 



Utilize the experience of 
all nursing personnel to 
plan individualized care, 



Determine patient's needs 
in terms of his illness. 



Use procedure manual for 
geriatric medications and 
treatments. 



Behavioral. Objectives 
(The student will be able to:) 



Write care plan and use as a 
check list to see that patient's 
needs are met, 



Write and implement a plan ac- 
cording to patient's illness 
and needs. 

Order medications, determine 
if strength is compatible Kith 
patient and be aware of side 
effects. 



learniTig Experiences 



Teach, demonstrate, supervise, 
assign, and be responsible for 
treatments and equipment, 



Read texts p. 23- 
Team Conference, and 
pp. 135-1^. 

Discussion of how to 
write and use care 
plans, , Examples, 

Practice writing 
care plans from case 
histories, 

Select a patient at 
work and write a 
care plan, 

Discussion of geria- 
tric medications. 

Hake a list of medi- 
cations and strengths 
most often used for 
treatment of hyper- 
tension, anxiety, and 
ASHD in facility 
where employed. 

Read texts pp, 91- 
106. 

Discussion of treat- 
ments, supplies and 
economy, 

Demonstration on 
cleaning suction ma- 
chine and starting 
oxygen, 



Evaluation Techniques 



Turn in care plan. 



Hand in medication list 
for evaluation. 



137 



Major Goals 
(To assist the student to:) 



Know when and how to report 
change in patient's condi- 
tion to doctor, supenisor, 
and family if indicated. 



Behavioxal, Objectives 
(The studont will be able to:) 



Use the Quarterly Conference 
to maintain a current plan 
of caret 



Leadership and Management 
Related to the Nursing Team 

Understand the structure of 
team nursing, 



Report patient's condition and 
corresponding needs to the ap- 
propriate persons, call physi- 
cian, and chart condition, 



Update patient care plan and ar- 
rive at a plan for discharge. 

Be familiar with the procedure 
for rooi changes* 



Impiement team nursing. 



Learning Experiences 



Evaluation Techniques 



Read text I pi 22- 
Ohservlng, Reporting, 

and Recording, 

Role-play of making 
out reports from case 
histories, calling the 
physician and record- 
ing. 

Read text; p. 23- 
Clinical Conference. 

Discussion of confer- 
ence and over all 
care plan, 

Plan a conference at 
your facility by list 
ing patient's prob- 
lems and actions to 
be taken, 



Read texti pp. 1?- 
23. 

Using textbook, list 
responsibilities of 
team leader, 



Turn in recording, 



Submit updated care plan 
and other completed forms 



Discussion of team 
concepts and assign- 
ments, 



Major Goals 
(To assist the student to:) 



Know hoH to nake out assign- 
ments, work sheets, and time 
sheet. 



Understand motivation of 
the teaiai 

Evaluate performance of self 
and others In a constructive 
manner. 



Behavioral Objectives 
(The student will bo able to:) 



iHaJ^e asslgments according to 
ability and number of personnel, 



Identify gtscipllnary tech- 
nlijues, 

Plan in-service training 
programs and staff meetings! 



Define the legal framework 
within which charge nurse 
responsibilities are prac- 
ticed, 



Promote cooperation among team . 
members to provide quality care. 

Fill out evaluation forms In ae- 
ffisjiance with work performnca* 



Employ disciplinary techniques 
in solving personnel problems. 

Use In-service training programs 
and staff meetings to increase 
knowledge, upgrade skills, and 
solve problems. 

Determine which nursing duties 
can safely be delegated to 
others. 



Learning Exporiences 



Handouts of samples of 
assignments, work,. and 
time sheets, 

Practice filling out 
assignment, work, and 
time sheets. 



Lecture and discussion 



text I pp, 127- 
Discussion, 



Sring copy (Efacil- 1 
ity's ovaluaMon form 
to evaluate :self. 

Hand out saiMles of 
evaluation forms. 

Lecture and discus- 
sion. 

Lecture and discus- 
sion. 



Evaluation Techniques 



Hand in assignment, work, 
time sheets to work supei 
visor. (Use forms^from ir 
tutlon where employed,) 



Submit completed self ev; 
uatlon to instructor. • 



Read textj pp, 2?-35 

View and. discuss film 
strip. Legal Responsi - 
bllltljes in Hursing (L- 



1). 
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ERIC 



Date 

and 

hours 



Hajor Goals 
To assist the student to:) 



Leadership and Management 
Related to the Institution 

Become familiar with adiiin- 
istrative structure of 
health care facilities, 



Assess patients for conrnun- 
Icable diseases, 



Behamoral. Objectives 
(The student will be able to:) 



Be familiar with prevention 
of Infectious diseases, 



Interpret policies regarding 
licenstKe, nurse practice act, 
torts, wills, liability insur-'.; 
ance, contracts, patient's bill 
of rights, and legal responsibll 
involving drugs and death, 



Complete incident reports, 



Learning Eiforiences 



- -5 

ERIC 



Survey work area for sanitary 
conditions, 



Fill out infection control re- 
ports. 



Review job description 
and make appropriate 
changes if needed. 

Define negligence and 
mlpractlce and ex- 
plain the difference. 

Practice filling out 
an incident report for 
patient who fell out 
of bed, 



Evaluation Techniques 



Explain administrative responsi- 
bilities to subordinates. 



Turn in definitions of nej 
ligence and malpractice. 



Turn in completed inciden- 
report, 



Handouts of admlnis- 
strative charts. 

Discussion of adminis- 
trative responsibil- 
ities. 

Discussion of commun- 
icable diseases and 
prevention. 

Hake out check list 
for::surveylng sanitarj' 
conditions, 

Practice filling out 
infection control re- 
ports from case his- 
tories. 



Hake survey of your unit 
place of. employment and t 
in to your supervisor, . 



Turn in completed infect! 
control report to Instnu 



r43 



Date 

and 

hours 



Hajor Goals 
To assist tho student to;) 



Assess environmental safety 
needs and prevent accidents • 



Lesson 14 



Know state and federal rules 
governing nursing homes. 



Bohavioral Objectives 
(The student will be able to:) 



Use check list to survey unit 
for potential accidents. 

Report unsafe conditions to 
supervisor, 



Cope with emergencies should 
they arise. 



Determine if responsibilities 
are being met. 

Explain rules and regulations 
governing nursing hoines to 
subordinates. 



1J4 

ERIC 



Learning Bxperiences 



Read text I pp. 170- 
174. 

Handouts - complete 
check list by making 
survey of your class- 
room. 

View film strip, Jhen 
and How. Safety Prac - 
tice (E'7). 



Discussion, 

Divide into groups, 
using case studies, 
list what you would 
do in the following 
emergencies.' chok- 
ing, bleeding head 
wound, and fractured 
hip, 

Read texti pp, 147- 
168, and pp. 183-188. 

List regulations that 
apply to charge nursei 

Guest speaker. 



Evaluation Techniques' 



Hand in completed list o: 
emergency procedures. 



Submit a list of regulat 
.that apply to charge nur 
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Date 

and 

hours 



flajor Goals 
(To assist the student to;) 



Behavioral, Objectives 
(The student will be able to:) 



learning Experiences 



Evaluation Techniques 



efison 1$ 



Becoie familiar Kith com- 
munity resources and recog- 
the expanded role of the 
nurse in the community . 



Evaluate the class. 



Hake referrals when Social Ser- 
vice is not available, 



Utilize community resources for 
better patient care, 

Identify roles of leadership 
for the nurse in the comjnunity, 

Hake suggestions for iraprove- 
itient and change. 



Read textt pp. 176- 
181. 

List the community 
agencies which could 
be of service to your 
facility. 

Discussion, 



Discussion! 



Complete class eval- 
uation forms. 



Submit list of community 
agencies. 



Submit completed evaluatl 
forms. 
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SYNOPSIS OF COURSE 



PSYCHOLOGY OF ILLNESS 



PURPOSE: 
OBJECTIVES 



CONTENT: 



TEXT: 



To assist eligible health care workers to expand their knowledge 
and understanding of the emotional problems associated with illness. 

Participation in the course will enable the student to: (1) develop 
skills in communicating with patients and co-workers; (2) understand 
the importance of self awareness before caring for others; (3) recog- 
nize the intcr-relationship of the mind and the body and realize the 
emotional implications of physical illness; (4) cope with the emo- 
tional adjustments to illness. 

Instruction on understanding yourself and others; principles of 
communication including transactional analysis; emotions and illness 
and patients with special needs such as body image disturbance, drug 
dependency, sensory deprivation, pain and suffering, the geriatric 
and dying patient, and the sick child. 

Noonan, Emotional Adjustment to Illness , Delmar Publishing Company, 
1975. 



INSTRUCTOR: 
DATES: 



Jane Eberhart, R.N. 
October 5 - December 7, 1976. 
CLASS SESSIONS: 6:30 - 8:30 P.M. on Tuesday evenings for 10 weeks 
TOTAL HOURS: 20 (submitted to ISPCEN and AORT for CEU^s) 

Regina Paci5 Home, Education Department, Learning Center 0 
$14.00 (includes textbook - $4. 00]) 
25 maximum 



PLACE : 
FEES: 

ENROLLMENT: 



ADMISSION 
REQUIREMENTS: 



CRITERIA FOR 
COMPLETION 



Licensed practical nurses, operating room technicians, registered 
nurses, physical therapists, occupational therapists, recreation 
therapists, music therapists, activity therapists, and social worker 

1, Passing grade of »»satisf actory" . 

2, Regular attendancd with no more than one absence- 
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Evansville School of Health Occupations learning Center 
FOKIAT FOR COURSE OF nm\ OUTUfE 



Title \^ P0 W OF IMS , 



Dates offered 



Principal instructor,. 



Date 

and 

hours 



tiajor Goals 
(To assist the student to:) 



Become aci^uainted with 
requirements for the class 
and teaching lethods, 

Increase awareness of the 
relationship of mind and 
body, 



Understand man's psycho- 
logical needs and the 
interdependence of these 
needs. 



ERIC 



Total hours of instruction 20 



Behavioral Objectives 
(The student will be able to:) 



Comiounicate thoughts and 
feelings to each other and 
teacher. 

Identify signs of anxletyi both 
physical, psychological, verbal 
and non-verbal. 



Better understand own needs as 
related to others, 

Discuss needs that are 
threatened by hospitalization. 

Give examples of nursing care 
that meet basic needs. 

State reasons for choosing 
priorities of nursing care. 



Learning Experiences 



Introductions 
through orientation 
activities. 

Reading assignment 
in text I Noonah, 
Eniotlonal Adjust - 
ments to Illness 
Unit 1, pp. 1-8. 

Lecture and dis- 
cussion 

Reading assignment 
intextt Unit?, 
pp. 51-5?. 

nh 5tTip-(P-l) 
Understanding; Your' 
self, 

Lecture and discus- 
sion, 



Evaluation Techniques 



Quiz in text! pp. ? 4 8, 



Quiz in text; pp. 5^ & 57. 



LC-9 
6/75 



Date 

and 

hours 



[lajor Goals 
;To assist tho student to:). 



Mlarize the student 
with the principles of 
adjustment mechanisms 
and evaluate their uses. 



Healize the values of 
verbal, non-verbal and 
written coimnunicationsi 



Behavioral Objectives 
(The student will be able to;) 



Define the various adjustment 
mechanismst 

State the purpose of adjustment 
mechanismsi 

Give examples of uses of adjust- 
ment mechanismSi 

Explain 'Hhat is meant by comun- 
Ication, both verbal and non- ' 
verbal, and hoK it relates to 
patient care, 

State difference between percep- 
tion and opinion! 

Hame elements of written commun- 
Icatloni 



Improve therapeutic conver- 
sational communication! 



Identify factors basic to 
therapeutic conversation, 

Describe therapeutic techniques 
that encourage conversation, 

Discuss psychological barriers 
to conversation, 

List some techniques to be 
avoided, 



Learning Experiences 



Reading assignment in 
texti Units, 
pp! 38-62! 

Lecture and discus- 
sion. 



Evaluation Techniques 



Reading assignment 
intexti Unit 9, 
pp. 6^^-72. 

mm strlp-(P-lO) ■ 
The Patient as a 



Person! Developing 
Skills of Observation, 



Quiz In text! p. 63. 



Write nursing care 
plan, 

Group activity in 
text, p. 

Reading assignment 
intexti Unit 10, 
pp. 76-81, 

Film strip-(P-2) 
Understanding Your 
Relationship with 
Others . 

Lecture and dis- 
cussion. 



Quiz in text! p. 75. 
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Date 

and 

hours 



Lesson J 
Units 2 4 3. 



Hajor Goals 
(To assist the student to:) 



Recognize factors which 
influence hospitalization, 



Understand and cope with 
patient's anxieties 
related to admission In 
hospitals, nursing homes, 
or other health care 
facilities. 



; J ^3 

i ERIC 



Behavioral, Objectives 
(The student will be able to:) 



Explain some factors that have 
an effect on the patient's 
idea of illness, 

Give reasons why the nurse 
should knov patient's ideas of 
illness, 

Describe what is commonly 
thought to be a "good patient" 
and a "problem patient," 

Describe and contrast possible 
effects of planned admission 
versus emergency admission, 

Explain Hays to relieve new 
patient's anxiety. 

Name two sources of support 
lost to the patient on 
admission, 

Record patient's nighttime 
behavioral pattern, ' 

Explain importance of 
admission procedure, 



Learning Experiences 



Activities in text, 
p, 81, 

Reading assignment in 
text! Unit 2, 
pp,'9-15. 

Lecture and discus- 
sion, 

Film 3trip-(P-7) 
Psycho-Social 
Adaptation to 111" 

ness, 

Reading assignment in 
texti Unit), 
pp, 18-23. 

Lecture aivi discus- 
sion, 

Activities in text, 



Evaluation Techniques 



Quiz in textj pp, 82 k 
83. 



Quiz in texts h 

Inteniew and n\k 
admission notes, 



151 



Hajor Goals 
To assist the student to:) 



Assist the patient to 
adjust to a m envlron- 



Recognlze the uniiiueness 
of special care units in 
hospitalSi 



Identify the nursing role 
in the patient discharge 
procedure I 



Behavioral. Objectives 
(The student Kill be able to;) 



List sltuatlonsthat threaten 
independence, 

Name vays to Insure patient's 
privacy! 

Explain effects of environment 
upon patient, 

Identify factors that tend to 
cause confusion, 

Explain,. hoH patient develops 
dependency, > 

List nursing activities that 
comfort patient, 



Learning Experiences 



Heading assignment in 
texti Mtit, 
pp. 26.32. 

Lecture and discus- 
sion. 



Discuss tvo factors which 
cause problems to patient on 
discharge, ' 

Suggest places where patient 
nay get continuing care, 

Describe nurse's responsibility 
regarding the discharged 
patient, 



Reading assignment in 
textj Unit 3r 
pp, 36-'fl, 

Lecture and discus- 
sion, 

Activity - 
Talk with patient 
who has been In 
special care unit, 

Reading assignment in 
text! Unit 6, 

pp. hy^, 

Lecture and discus- 
sion, . 



Evaluation Techniques 



Quiz in texti p, 3'^! 



Application to examples 
on p, ^2, 



Activity in texti p. ^19. 
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Hajor Goals 
(To assist the student to:) 



Distinguish tody Imge 
disturbance In the patient, 



Bistliigulsh sensory 
deprivation in the patient, 



Identify the pain exper- - 
lence and nursing measures 
Used to help lessen pain. 



Behavioral Objectives 
(The student will be able to:) 



Describe hoK bpdy 
develops. 



List five examples of how body 
image my be threatened, 

Begin to apply knowledge of body 
iDage concept to patient care. 

Explain what is involved in 
sensation and comnunication, 

List two situations that nay 
cause sensory loss. 

Explain how to handle specific 
problems presented by the 
patient with sensory loss, 

Describe factors that affect 
perception of pain. 

List four ways the nurse can 
Hake use of herself in caring 
for the patient in pain. 

Describe nursing action to 
relieve pain. 



Learning Experiences 



Reading assignment in 
texti UnitU, 
PPo 85-91. 

Lecture and discus- 
sion, 



Reading assignment in 
texti Unit 12, 
pp. 93-101. 

Lecture and discus* 
sion, 

Activity in text, 
p. 101. 

Reading assignment in 
texti Unit 13, 
pp. 103-109, 

Discussion and 
lecture, 



Evaluation Techniques 



Quiz in texti p, 92, 



Application exercise in 
textj p, 102, 



Hultiple choice quiz in 
texti pp, 1094110, 
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Hajor Goals 
(To assist the student to:) 



Identify problems unique 
to the aging patient, 



Cope with deathi 



Becojie aqualnted with 'the 
psychological protleis 
associated with drug 
dependency, 



Behavioral. Objectives 
(The student will be ahle to:) 



Describe some changes shown liy 
the aged patient, 

List tHO Task fears of the 



agea, 



Identify four basic needs of 



Explain nursing care as it 
relates to needs of the aged, ' 

Describe the five stages of 
dying. 

Identify at least five concepts 
involved in caring for the 
dying patient, 

Describe nursing measures 
Hhich give comfort to the 
dying patient. 

State reasons why people take 
drugs. 

List signs and symptoms of 
alcohol dependency, 

Give better care to the drug- 
dependent patient through 
understanding, 



learning Experiences 



Reading assignment In 
text! Unit 14, 
pp. 112-11?, 

Lecture and discus- 
sion, 



Heading assignment in 
texti Unit 15, 
pp. 119-125. 

Lecture and discus- 
sion. 



Reading assignment In 
texti Unit 16, 
pp, 128-136. 

Lecture and discus- 
sion, 



Evaluation Techniques 



Quiz in text! p. 118, 



Quiz in texti p, 126, 



Quiz in texti p, 1% 
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Date 

and 
hours 



je?son 10 
Ihrsi 



Major Goals 
(To assist the student to;) 



Perceive the stresses 
surrounding the sick child, 



Kvaluite the learning 
experlencOi 



Behavioral, ObjeWivcs 
(The student will be able to:) 



List three factors that influ- 
ence a child's concept of 
iUnessi 

Explain the role of play 
actlvitlesi 

Discuss three nursing goals for 
care of the sick child, 

Understand stresses upon parents 
of the sick child, 

Write and pass the final exam, 



Learning Experiences 



Reading assignment in 
text: Unltl?, 
pp. 138-W. 

Lecture and discus- 
sion, 



Evaluation Techniques 



Final exam, 

Discussion and review 
of final exam, 



Written exaffli 
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project Number 52-/5-D 



1. Perscnnol 

2. Ccr.:ractr:I ccrvicos 

3. :i 'cGr.Gfit: 
Travel 

3. Su;:lies rd r.atcriais 

0, Cozvr.icatior.s (include 
phone calls, ;;rint'>,) 

/. Properties'' rentals or 
purchase of equip.) 

£. Facilities 

S, rrccuct prccuctioa and 
disseriination 

..lO..„....Frojcct E.v.ul.uati.o;i 

3.' DIRECT EaP-wTIITITvES 



C. TOTAL EKFEl'SIILTvEG 



Project Dudt^et as 
F\' 19 76 revised 



A[',cncy 



$10,274, 



$10,274.00 



Federal 



$13,650, 



2,050.00 



624,51 
,250.00 



125,00 



$16,849,51 



Total Expend ituroj 
■ on Project 



A;;oncy 



$10,690.95 
$10,690.95 



State/Federal 



$10,181,00 



1,603,78 
53.55 
358.61 
244.46 



114,70 



$12 ,556.10 



Eiid of 
Project Balance! 



State/Federal 



-$416.95 



-$416,95 



$3,469,00 



446.22 ! 

96,45 
265.90. 



I 



5.54 



10,50 



$4,293,41 



